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ROYAL—the standard typewriter 


In portable size! 


e Office typewriter keyboard! 


e Office typewriter controls! 


e Office typewriter touch! 


e Office typewriter margins — 
“Magic” Margin, automatic 
margin both left and right! 


Y 








Royal Portable aids speed, accuracy at school! 


Royal Portable is like an office type- 
writer in the three important ways so 
necessary to students: (1) Keyboard, 
(2) Position of Controls, (3) Touch. 


Practice at home on Royal—The 
Standard Typewriter in Portable Size 
—saves you time at school. You learn 
faster. You have the chance of getting 
a better-paid job later on. 


You'll be amazed how rapidly your 
speed and accuracy increase when you 
use Royal—The Standard Typewriter 
in Portable Size—for home practice. 


Says World Champion Portable 
Typist Cortez W. Peters, “This type- 
writer has the right feel—and how! 
I will do 140 to 150 words per minute 
on it from straight copy.” 

Ben Posner, Renowned Speed Typ- 
ist, tells you: “Its easy-writing quali- 
ties convince me this new Royal is far 
ahead of anything ever developed in 
the portable field.” 


So, give your business career a 
boost with a Royal Portable. Decide 


to own one soon. 


ROYAL—World’s No. 1 Portable 


‘siest-writing Portable Ever Built! 


“Magic” and 


gistered trade-marks of Royal Typewriter Company, Inc. 




















All These Features, Too! 
* Speed-King Keyboard and high- 
speed key action! 


® Finger-Flow Keys of non-glare 
plastic! 


* Finger Comfort Carriage Controls! 
*® Automatic Paper Lock! 

® “Touch Control’! 

® Locked Shift Freedom! 

® Balanced Spacebar! 

*® Rapid Ribbon Changer! 

*® Paper Lock Scale! 


* Picture Window Writing line visi- 
bility and full 9-inch writing line! 


* New Triple Spacing! 


® New Contour Case! 
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NEW WEBSTER: CHICAGO 





* . . . 
gh- 
A new, simple way to dictate and transcribe is here... 
for Webster-Chicago has now adopted its famous re- 
ais! Why do secretaries claim the 5 P 
Electronic Memory is easiest to use? cording principle for office dictation...resulting in a 
e Matchless “‘listenability”’ simple, compact, one-unit Dictation Machine that has 
Exclusive Natural Voice Playback lets you listen i . f , — —— 
to the boss exactly as he dictated. No more “missed” ever) desired feature, yet actually costs less than a 
, ! ” . . ™ . 
words! : standard office typewriter! No wonder the Electronic 
e Hand-free operation é sa 
New Foot Control starts, stops the 228 with a Memory is a sensation wherever it’s used! 
touch of your toe, leaving hands free to type, 
answer the phone, etc. 
«Simple operation WEBSTER: CHICAGO 
You don’t have to be an engineer to operate the : 
isi- 228. Push-button controls make it as easy to oper- 5610 W. Bloomingdale Ave. 
' > ; io : ir 
a ea oo radio. — hte Chicago 39, Illinois 
@ No “shaving” or “reprocessing”! 
Automatically erases previous dictation when a £ Your local Webster-Chicago dealer will 
new recording is made. Just think of the time 
you'll save! WwW be glad to personally demonstrate 
this amazing new dictation system for 
—— you and your boss. Phone him today! 
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WHE CALENDAR Says it’s Septem 
ber. and so does the weather. Al] 
ready vacations are a memory 

Students in our town and everywher 
are back in classrooms, and office work- 
ers have settled down in earnest to 
the busy year ahead. 

This month’s cover girl, pretty Nikki 
Magraudy, whose story appears on pags 
11, enjoyed a well-earned vacation this 
summer just like the rest of us. She 
tells us, however, that at Northrop Air- 
craft, where she is a sec retary, they don’t 
know what a “summer slowdown” means. 
furn any leaf of their calendar, and you'll 
see a big outfit moving at top speed. 
Uncle Sam is hovering around the pro- 
duction lines, listening; and how they 
do hum! Her story should launch all of 
us into the season ahead with new punch 
and purpose. 


As you LeaF through the pages of this 
issue, vou'll discover that weve added 
some new punch of our own. Gil Kahn’s 
article on filing (pages 14 and 15) is the 
first of a series we will publish through- 
out this year’s volume. Filing can be 
fascinating, Mr. Kahn believes, and it’s 
hard to disagree with him, the way he 
presents it. 


SoMETHING new in the grooming line 
is our “Face and Fixin’s” feature. We 
start at the top this month with your 
hair, on pages 30 and 31. 

We'll let vou find the rest of our new 
“twists” yourself. And as this new sea- 
son begins, remember to drop us a line 
now and then. After all, it’s your maga- 
zine. 


FROM AND TO 


THE EDITOR 





ry’ ESSIE had her first guests last Mav— 

twenty-five enthusiastic young Gregg- 
ites from the Driscoll Institute of English 
at Quebec who were touring New York 
under the guidance of Dr. Alma Driscoll, 
director of the School. Several of the 
students write the system in French, not 
English, but all seemed equally inter- 
ested in the high-speed demonstration 
that Mr. Zoubek put on for them after 
they had made the rounds of our offices. 
Their enjoyment of the visit is reflected 
in one of the letters sent us on their re- 
turn home: 


Dear Eprror: We should all like to 
express our very sincere thanks for the 
most wonderful reception we had from 
vou and vour staff. It was one of the 
high spots of our trip, believe me. A 
“roval welcome” we call it, and further 
proof that Americans are a friendly and 
hospitable people. .. . Our fondest mem- 
ories of New York will be topped by the 
warm reception at the Gregg Publishing 
Company. Again, a very big thank-you 
to all of vou from all of us.—NaANncy J. 
MERRILL, PRESIDENT, STUDENTS’ COUNCIL, 
DRISCOLL INSTITUTE. 
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Dear Eprror: Thank you for the copy 
§ Topay’s Secretary. I’m taking it to 
ur next National Secretaries meeting, as 
1 think all our members should be ac- 
juainted with such a helpful little journal. 
H ype you stress the many little things 
secretaries have to do for their bosses 
we do)—keeping the Chiet’s desk in 
rder, pencils sharp, stationery always 
ready, running errands (personal and 
business), and all the other hundreds of 
details that need attention in the course 
f a day. Secretarial work is not the 
glamorous pastime many novels paint it 
it’s downright hard work if you want to 
make good } 
these things, you might as well quit 
lreaming about being a se retary! ANNE 
WILLARD, ERIE, PENNSYLVANIA, 


If you aren't willing to do 


IN THE NEWS 





She Now Heads Firm 


N” MANY WOMEN, even today, are 
4 operating million-dollar businesses, 

ugh a woman executive is not the 
rara avis she was twenty vears ago. It 
vas gratifying, therefore. to hear (just 
fter our June forms closed) of Catherine 
L. O'Brien’s election to the pre sideney of 
Stanley Home Products, Ine. especially 
so because Miss O'Brien started out in 
business as a stenographer. Her story, 
titled “Secretary Who Became Boss.” 
was told in our November, 1950. issue, 
vou who read that number will remember. 
Miss O'Brien, a co-founder of the com- 
pany, had been serving as executive 
vice-president, treasurer, and general 
manager. She continues as general man- 
ier as well as president. Stanley retail 
sales in 1950 topped $70 million: profits, 
itter taxes, were nearly $3 million 


Wins Caribbean Vaeation 


TOT ONLY a week’s vacation in the 

Caribbean went with the “Miss Dic- 
taphone” crown awarded at the Office 
Machinery and Equipment Exposition 
held in New York’s 71st Regiment Ar- 
mory last May, but a complete traveling 
vardrobe for the vacation trip, as well. 
The lucky winner?—Amanda Judd, of 
Flushing, Long Island. Her record in that 
Speed and Accuracy Transcribing Contest 
sponsored by the Dic taphone Corporation 
was 386.64 lines an hour, against Mrs. 
Evelyn Wright’s 385.74. Miss Judd is a 
secretary in the Ford Motor Company's 
New York district office. Mrs. Wright 
second place ) and Mrs. Mary A. Eng- 
lish (fourth) are both insurance company 
stenographers. Miss Helen Young (third 
is a Brooklvn free lance The prizes 
for these runners-up were $200, $150, 
and $100 in U. S. Savings Bonds. 


7 . ae 

“Donald Loves Daisy 

WW ONver how many of vou are Donald 
Duck fans? And we 

many of vou who are have discovered 

a new talent of that bumptious cartoon 


wonder how 








FIRST PRIZE 


CITY 


ATLANTIC 1951 





Will add to any office 


Simple motions with both hands at the same time comply with latest principles to 
promote highest Efficiency yet minimum of fatigue. Assembly of Carbon with second 
Sheets is simple yet precise and easy. Hands do not touch the Coated surface of 
the Carbon. the assembly is completed with saving of time as well as automatic 
alternating of Carbons on each assembly, thereby wearing out each sheet of Carbon 
evenly, saving on purchase of Carbon. 


Phis patented device is the result of much study by our Engineers who have made 
obsolete the old “Model — 
an Office. 


methods of assembly of Carbon for manifold work in 


This Kopy Aligner Device was awarded First prize for both Appropriateness and 
ECONOMY at Atlantic City at the Annual Convention of The National Paper Box 
Manufacturers Association 1951. 


Kee Lox will back up this wonderful device using Kee Lox Kopy Aligner Carbon by 
sending to ANY SECRETARY or PURCHASING AGENT, FREE, no obligation whatever, 
one Box with 25 Sheets of Carbon, the size you use, if requested on the Letterhead of 
your Company. Only a small request of you, but the samples we send will repay you 
many, many times over. 


KEE LOX MFG. CO. 


Rochester 1, N. Y., U.S. A. Dept KA 


Please send FREE samples and Box as above to 


Firm 


M A I L Street City Zon 
We use machine, check please 
TODAY 


Electric Standard 
Thanks 


Noiseless 
Maximum Copies at one time 

Write on Letterhead and attach one Second sheet used in 
Manifolding. 


Signed 


Title 
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ACTUAL 


SIZE 


¥, Ounce Bottle 


Faufouls 








Qonit. fae! — 


Accurate shorthand is so easy- 
going with SANFORD’S  PENit 
Ink! That's because 


from 


Fountain Pen 


this ink comes the sensible- 


sized bottle ... fresh and free-flowing 
... assuring natural “‘g/ide-ability.” 
So, for clean-cut, vivid outlines and 
split-second starting in dictation, 
always use a good pen with 


e 
SANFORD’S PENit Ink. 


ONE BOTTLE OF SANFORD’S PENIT 
FOUNTAIN PEN INK GIVES YOU 


600,000 snort 


This sensible-sized 
PENit botth pl 


BOLS 


SANFORD 


vides you with 








tresh, 


a constant supply of Tree 

flowing fountain pen ee enough to write 600,000 
shorthand symbols Actually, that’s all the ink an 
average user can keep fresh .. . all youll need to keep 


your dictation pen at FOP PERFORMANCE! 


Send for 


free dictation practice booklet What 

every secretary hould know about ink. Nene 
your name and address to Sanford Ink Co., Bell- 
Illinois: Specify Dictation Facts Booklet 


Vo. 201 (GS 


ne 
FOUNTAIN PEN INK 
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rascal of Disney's? 


Walt ' Mrs. Ramsey, 
who writes our shorthand plates for 


Fopay’s Secrerary, found the picnic 
sequence in one of the sirips in her daily 
newspaper last June and sent us the 


clipping. It appears, according to that 
day's pictures, that Donald is a Gregg- 
ite! Did you see the heart he made on the 
tree near which the picnic lunch was 
its shorthand 


Daisv’’? 


spre ad, with 


7 d mald 
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mecssage— 


loves 


THE 


ANSWER WOMAN 


SAYS 


GRAMMAR BOOKS state that the sign 


(). is not used for a sum less than one 
dollar. Does this apply if one wishes 
to write “Mills’? I have seen $.001. Is 
B. S 


this correct? 


A. Except in columnar work where 
it is necessarv that like digits align, we 
that amounts of mills 
mill. This torm gives no 


misunderstanding 


recomimnie nd be 
written thus: / 


chance for whereas 


the use of the dollar sign might con- 
ceivably lead to confusion. 

Q. Is there a rule governing when 
to double the last letter in a word to 
form the past tense? For example can- 
celed (one 1 logged two g's The 


word we have in mind is patrol. Would 


the past tense be patroled or patroll d? 


G. M. M 

A. The following rule explains the 
spelling of each of the three 
words mentioned—canceled logged, and 
patrolled: “Words of one syllable and 


words of more than one svllable accented 
on the last svllable, ending in a singk 
consonant preceded by vowel, 
double the 


mination beginning with a vowel.” 


a single 
final consonant before a ter- 


The following should be added _ re- 
garding canceled: “Verbs ending in un- 
accented el, and a few other words, 


may be spelled with either a single or a 
double 


termination 


final consonant when adding a 


beginning with a vowel 
Webster prefers the single consonant. 


Q. What is the plural of Authority 
for Expenditure? This is used in the ab- 
breviation, A.F.E.. on printed forms used 


in a railroad office.—L. E. T. 


A. The plural form of the abbreviation 
\.F.E. would be A.F.E.’s. 


Q. In the following sentences, which 
is correct: “I have not heard from you 
for sometime.” or “I have not heard from 


D. M. 


vou for some time”? 


A. The distinction between sometime 
and time of those details 
that prove troublesome to many writers, 
In the ad- 
unspecified time, 


some is one 
editors, and stenographers 
Ve rbial of 
sometime should be written as one word 
But when some is an adjective and time 


is a noun, as (Continued on page 51) 


sense an 
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SUE SWIVELHEAD 
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BETTY BACKACHE 


causing eyestrain. 


Presyoine 


TYPING SYSTEM 


CARBON PAPERS « INKED RIBBONS + DUPLICATING SUPPLIES 
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PEGGY POORPOS 
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HOW DID THEY GET THIS WAY? 





@ Every time you SWIVEL YOUR HEAD from your reading material to your typewriter, you change your focal length, thereby 


@ SQUINTING, due to eyestrain, causes headaches, bags under your eyes as well as wrinkles (“crow’s feet’). 
@ TYPING FATIGUE is caused by unnecessary strain—PRES-TO-LINE will help eliminate this strain. 


@ IMPROPER POSTURE and EYESTRAIN (due to incorrect reading position while typing) cause backaches and headaches. 


NOW...DO YOUR TYPING WITH EASE, COMFORT AND EFFICIENCY 


Pres-To-Line is fully adjustable to your individual needs. It holds your reading 


material in the correct READING POSITION. 


PRES-TO-LINE was designed and developed for YOU...to meet every requirement 
necessary for your working ease and comfort. You are more comfortable when typ- 
ing with a PRES-TO-LINE because you maintain good posture. This posture is pos- 
sible only when your reading material is held at the proper height and focal 
distance, directly in front of you in correct reading position at all times. Once you 
use PRES-TO-LINE, you will never want to type without it. Many thousands of girls 
use PRES-TO-LINE daily to make their work easier, themselves more comfortable, 


and more efficient. 


Phone your local PRES-TO-LINE distributor for a demonstration of the PRES-TO-LINE 
TYPING SYSTEM, or write for free illustrated brochure. There is no obligation. 


PRES-TO-LINE CORP. OF AMERICA 


2339 COTNER AVE. @® LOS ANGELES 64, CALIFORNIA 








They've "FASTEN-ATING” 


THEY LOAD 100 STAPLES 
AND FASTEN UP TO 24 SHEETS. 








FOR OFFICE - FACTORY - 


HOME - STUDENTS, ETC. 
STAPLES 35¢ PER BOX OF 1,000 


T. Markwell Mfg. Co. 


200 Hudson St., 


New York 13, N. Y. 









YOUR BUSINESS CLUB 


CAN FINANCE ITSELF—its pins and cer- 
tificates, its parties and projects—by sell- 
ing subscriptions to TODAY’S SECRE- 
TARY. Write us for a club subscription 
order blank. 


Today's Secretary 


330 West 42nd Street 
New York 18 














Show xg ous, new } 

$ LIOTT. Christmas. Ever 
lay Card Wrapp 

Stationery New Noveltie 


to neighbor friends, rel 
EASY QUICK atives, co-workers full or 


part-time! 





Everyone Buys! They sell on sight! 


NO EXPERIENC iL NEEDED. WRITE | Free Folders: 





MAKE BIG PROFIT ON EACH BOX 7 





TODAY for 2 sample boxes ON AP- Name-On 
PROVAL Make oa ck profit wherever Christmas Cards 
you go 

Station 
ELLIOTT GREETING CARD Co. ag 
228 Ridge St. Elyria, Ohio —s 
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OWIE! I'm beginning to wonder 
W: “Two-Weeks-W ith-Pay” is worth 
all the trouble. Just think of the 
problems before and afterhand. Before: 
Get your work up-to-date that 
somebody is lined up to follow through 
during your absence, get packed and still 
have presenti ible clothes for the last few 
at the office, get somebody to take 
care of the bird and the fish (well, I 
have to have some pets, don’t IP).... 
Then the first week back—try to tie 
loose together at the office, get 
caught up on all that transpired during 
precious two weeks (where did 
they gor), get the c: anary and fish back, 
try to find something to wear until the 
humidity dries up and a_ cool 
comes in from the Wowie, 
wowie! 


and see 


days 


ends 


those 


breeze 


double 


west. 


THe Tontr PEOPLE know that folks on va- 
cation tend not onlv to forget 
troubles, but in lots of cases about their 
hair, too. I grabbed a bottle of Toni 
Crenx when I got back, and now 
the mop is begining to get back in shape. 

Then there’s White Rain, too, the 
Toni lotion shampoo, which is just as re- 
Doesn't matter if 
your water is hard or soft (mine’s hard), 
Toni built a water 


about their 


Rinse 
new 
freshing as its 


hame. 


because went and 





softener 


right into it. The manufacturer 
states that it doesn’t contain lanolin, and 
that they left it out on purpose. They 
quote some good chemical reason for this, 
which I don't understand, but I do un- 
derstand ‘the fact that White Rain for 
that weekly shampoo is what my brother 
would call “hot stuff,” 


1951 


to call Jane tonight, 
I have to ask her if her 
for one thing, and 


IVE MADE 
for two reasons. 


A NOTE 


tan is as good as mine, 
I also want to let her know that I came 
across something that may help her in 
her work. She 

lists in her office, 
ers can cut 


mailing 
and I know Duplistick- 
her. 

Duplistickers are perforated, gummed 
$2 address-sized labels to the 
Idea is that you prepare a master 
your mailing list for whatever 
duplicating machine you use, and then 


handles endless 


some corners for 
sheets with 
sheet 
copy of 


run off vour copies on sheets of Dupli- 





wet 
and your envelopes are all ad- 


need then is a 


stickers. All 


sponge : 


you 


dressed. No more rolling envelope s in ber 
out of the typewriter. 

One good trick to remember is t6 use 
a sheet of Duplistickers tor typing the 
original correct 
between pertoration and the exact regis- 
tration of perforations. 

I found Duplistickers at the office sup- 
ply company around the corner. They 
can, however, be ordered from the Eureka 
Specialty Printing Company, 534 Electric 
Street, Scranton 9, Pennsylvania. 


copy, to insure spacing 


AFTER EVERYBODY in the office had ad- 
mired my tan (and it was a beauty), I 
got down to work, and before 
say “duplicator ink,” 
I had all over my hands. This time it 
didn’t phase me, though, because one of 
the girls I met this summer had raved 
about a product called O.K. Cleaner, 
which I now keep close at hand for just 
such catastrophes. It’s a modern miracle 
for removing stubborn ink from. the 
hands, and it will work equally well for 
carbon, duplicator, ball point or marking 
ink 

I use it right at my desk—full strength, 
with a tissue or soft cloth. It saves count- 
less trips to the washroom, and in seconds 


you could 
that’s exactly what 
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SHOPPING 





clean and ready to bat out 
a new stack of smudge-free letters. 

A $1 bottle lasts for months, if nobody 
else wants to use it. Of course they do, 
though, and whenever mine is missing I 
head straight for Joe, our office boy, 


my hands are 


who 


hands it over to me with a grin—and a 
very clean pair of hands. 

It your stationer doesn’t have O.K. 
Cleaner, the F. S. W ebster Company does. 


located at 1-23 Amherst Street, 
Massachusetts. 


They are 
Cambridge, 


A HANDSOME Patt of popular knickknack 
shelves with mirrored backs, the better to 
show oft your CVE 
will add to the be: uty of your furnished 
room or career apartme nt. They could also 
be the answer to a gift-giving proble m 
Height, 10 


in hes wide, 7 


-catching treasures 


inches, 
long 


The dimensions? 
width, 8%. 


Shelf 3! 





Price? $5.95 the pair, insured and 
postpaid. 

Address? Rene-Craft Products, Wil- 
mette 37, Illinois. 
FALL IS A WONDERFUL SEASON! The trees 


put on their prettiest garments, and, not 
to be outdone, fashion moves right ahead 
with them. Take Harriet Hubbard Ayer, 
for instance, who has a brand-new indeli- 
ble lipstick that she designed especially 
to spice up all the fall dress colors. “Clove 
Carnation,” she calls it. If you apply it 
as she directs, it through 
everything (and I do mean everything). 
Helena Rubinstein also has two new 
colors coming out this fall. “Bright Say- 
ing” is a clear, true, bright red. “Lively 
Talk” is a rich, vibrant shade of brilliant 
burgundy. Whether you're fair, like I am, 
or one of those cute brunettes, either color 
is fine. Of they're both “Stay- 
Long”—durable and smearproof. 


will sti iv on 


course, 








| Remington Rand Business Machines and Supplies Division 

| Room 2232, 315 Fourth Avenue, New York 10, New York 

| 

| Please give me more information on PROCEL Plastic Coated Stencils. 
| 
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| Firm__ —— a 
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| a ee ea State_ 
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Remington Rand PROCEL Stencils 


Cut-outs ang 
-Cuts 


8 are on top 
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SO EASY TO HANDLE for 
LONG, TOP-QUALITY RUNS! 






It’s only natural that so many typists prefer PROCEL Stencils. 


PROCEL’S sensitive plastic coat is responsive to any 


typing touch. With touch light or heavy, the final result will 


be copies of a 


uniform, highly legible, print-like appearance. 


And PROCEL Stencils are so easy to read, against the special 


white cushion sheet designed to banish “stencil eyestrain”. 


PROCEL’s plastic coat assures long, top-quality runs... 
saves retyping stencils in the middle of a job. PROCEL’s 


unequalled combination of sensitivity and strength minimizes 
cut-outs and type-clogging. This sturdy sensitivity makes 
PROCEL ideal for illustration, stylus and pen work, too. What's 

more, PROCEL Stencils permit easy, non-detectable correction. 


Next time you type a stencil, make it a PROCEL.. 


.and see 
how easy stencil typing for outstanding results can be. 
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READS LIKE A B00K 
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By using Smead's Tell-I-Vision filing system, you can = 
reduce filing time. The alphabetical-color signal 


system for finding — and the numerical-color signal with 


system for replacing — make filing easy, fast, and / ! %77 be 
accurate. Colorfel pa) 7 


LET US DISCUSS YOUR FILING PROBLEMS WITH YOU 


THE Smead MaNvFAcTURING CO. INC.-HASTINGS, MINNESOTA 
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FORMERLY GREGG 





Nikki Magraudy’s Story 
as told to 


JAMES JOSEPH 


WRITER 


NORTHROP AIRCRAFT 


HAT BIG WALL GRAPH _ in one of our offices tells how manv sleek, 
f cnet F-89 all-weather jet interceptors we're producing. The sturdy, 
fireproof, theftproof safe, which must always be kept locked and_ barred, 
holds closely guarded production information. Both constantly remind me that, 
in my job as one of two secretaries to the factory manager of a major aircraft 
company, tight-lipped security is as important as shorthand. 

Almost routinely, papers that deal with tool design, manufacturing control, 
and other phases of aircraft production, pass across my desk here at Northrop 
\ircraft Company. More often than not, these vital first links in aircraft fabrica- 
tion and assembly are rubber-stamped, “C-O-N-F-I-D-E-N-T-I-A-L or 
“S-E-C-R-E-T.” I've been cleared by the F.B.1. and by other security authorities 
to handle these secret documents. These statistics, which are the business of an 
aircraft plant factory manager's office, mean that, when security is concerned, 
I've got to be on the job not just eight hours a day, but twenty-four. 

I remember back in Washington High School, here in Los Angeles, that our in- 
structor said one day: “A secretary's job is a trust. Every secretary is the guardian 


of her boss's business.” 
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At the time, | naturally thought that advice applied 
to offices engaged in the more routine commercial 
But my boss at North- 
And the 
total security of our office could mean life or death 


channels of civilian business. 


rop, in a roundabout way, is Uncle Sam. 


to our flving men in Korea—or even to the military 
security of the nation. 

l recall how, in some of the jobs I held before com- 
ing to Northrop, the girls gossiped after hours about 
what went on in their offices. But when a girl takes 
a defense job, whether it’s in aviation or in any other 
vital industry, there are no “after hours” when it comes 
to security, 

In a recent meeting called by our Plant Protection 
staff, we were instructed that “the walls have ears.” 
It's an old bromide, of course, but it’s also terribly 
true. For every secretary connected with any part of 
the defense effort, there is one strict and abiding rule: 
“What goes on within the four walls of your office is 
never—never—discussed outside.” 

\s an example. Suppose that, as happens almost 
daily, | scan one of our production memos and see 
that so many tail assemblies are scheduled for produc- 
tion this month. You might say, “There’s nothing very 
After all, a tail can't fly. 
It's got to have wings, jet engines, and fuselage to go 
with it.” 


the number of tail assemblies is an accurate gauge of 


secret about tail assemblies. 
Yet, even a not-too-bright sp knows that 
the number of finished ships. 


Make one unguarded slip, and the man at the next 
table can, without ever having set foot in your plant, 









estimate with telling accuracy your entire production, 
I'll admit that the responsibility that goes with my 
job is sometimes overwhelming. 


A FACTORY MANAGER'S OFFICE in an aircraft plant con- 
cerns itself with production—every phase of it. The 
nine executives and staff assistants in our office worry 
about procurement of materials, tooling design and 
production, the assembly line, and right up to the final 
flight test. 


ager and a veteran in aircraft production, deals direct- 


Mr. C. B. Spencer, who's the factory man- 


ly with manufacturing key personnel from foremen to 
top executives. 

Our office is the site of important production meet- 
ings. We receive production information from every 
department of the plant, telling how each phase of the 
intricate operations—both planning and production— 
is. coming along. In our office conference rooms, 
various departmental foremen hold meetings with 
their staffs. Outside the conference rooms is a sched- 
ule board, which I must keep up to date. A foreman 
comes in and requests a certain time for his meeting. 
I check his request and, if the rooms are not sched- 
uled. chalk the meeting time on the board. 

Daily, Mr. Spencer sits down with our chief en- 
gineers, purchasing heads, control administrators, Air 
Force representatives, and with other key production 
and planning men to iron out current production 
At these meetings, either Marge Walker 
(Mr. Spencer's other secretary) or I take down every 


schedules. 


word that is said. Later, I transcribe these shorthand 


Photographs courtesy of James Joseph, Western Round-up 
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Mr. C. B. Spencer, Northrop’s factory manager, 
gives Nikki dictation cram-full of technical 
aircraft terms. Practice makes perfect here. 





With the help of Nikki and the teletype, 
Mr. Spencer lets the Ontario, California, branch 
know what the Los Angeles plant is doing. 
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notes and return the transcript to Mr. Spencer for 


checking. 


iotes are later sent to Washington and to various Air 


Copies of these “co-operation meetings 
Force co-ordinating officers. 


My jos calls for an all-around knowledge of short- 
and, typing, dictation, Dictaphone ves, even of the 
peration of teletypes. The pounding teletype housed 
n our office alcove is linked directly with our flight 
testing facilities. Much of the information that passes 
through my hands for transmission by teletype is con- 
idential. 

Almost any day we handle statistics and nomen- 
lature that would be completely toreign to secretaries 
n more general offices. This means that, to under- 
tand my job, I’ve got to know something about air- 
raft production. Periodically, we're taken on a plant 
‘our—through fabricating and assembly shops, and out 
nto the testing field. In that way, when we handle 
aterial dealing with parts of a jet plane, for instance, 
ve know something about them. Often, too, I carry 
mportant memos from the factory manager to his key 
remen right on the production line. 
Sometimes there are special assignments. Once. 
r instance, I flew with Mr. Spencer to Ontario, Calli- 
mia, when he set up a branch-factory manager's 


(Continued on page 48) 
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J. J. Quinn, Northrop test pilot, sets Nikki safely on the ground after a flight in a company plane to one 
of their nearby plants. This is known as combining business and pleasure. 


Foreman Len Haveter receives a top priority memo from 
Mr. Spencer, delivered in person by Nikki. Jaunts to pro- 
duction lines give her a picture of the over-all operation. 











NVERY SECRETARY does fil- 
kK ing—and lots of it. Filing is 
part of the job. 

lf you work for a large company 
a centralized filing 
department, filing automatically be- 


where there is 


comes easy. To file, you simply 
deliver; to find, you simply requisi- 
tion. But suppose your office is a 


small one and you have to perform 


14 


Photographs courtesy of Remington Rand 


FILING Vdnke fr You 


the entire process yourself. Then it 
can become a chore—if you let it. 
Your 


into his office. 


boss has just called you 


“Will you please get me the file 


he asks. 


Do you feel a moment of uncer- 


tor James Curran? 


tainty and go tearing out of the 


ottice? Try, instead 
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to utilize the 
time it takes you to get to the files. 








by Gilbert Kahn 


Have a mental picture of the ap- 


proximate location of “Cur-” (the 
third drawer. rear). On locating 
Curran, James, you find a cross 


reference with the notation, “See 
Atlas Supply Co., N. J.” Now all 
you have to do is look for Atlas Sup- 
ply Co. The entire operation should 
take about a minute. Can you do it 
in that time? 








ahn 


- ap- 
(the 
iting 
cross 
“See 
y all 
Sup- 
ould 
do it 





FILING IS SIMPLY THE SYSTEMATIC 
STORING OF FACTS so that they can 
be found rapidly when they are 
needed. If you are slow in remem- 
bering the alphabet sequence—don't 
fret, many people are—perhaps 
learning the letters in this grouping 
will help you as it has helped many 
secretaries I know: 


4 BCD 
E FG 
HI] kK 
L MNOP 
ORS T 
Vw 
XY Z 


Impressing on your mind _ this 
“photograph” of the alphabet is one 
of the best ways to cut down filing 
time. Here are some other sugges- 
tions that will trim off seconds: 


e Have a single place on or near 
your desk where you can auto- 
matically put all material to be 
filed. A file box, wire basket, or 
folder is ideal. 

e Encourage your boss to tell 
you when correspondence. is ex- 
pendable. Many letters that are 
tucked away in the files could have 
been chucked into the wastebasket 

but only on his say-so! 

e Look for a specific key for in- 
dexing the correspondence that 
will enable you to file it without 
reading it through entirely. A good 
plan is to underline the key word 
or words in red pencil so that they 
can be seen readily. If a_ cross- 
reference sheet has to be made out, 
do it at this time. 

e Mark the original letter in 
some way to show that it has been 
released for filing; and place the 
carbon copy of your employer's re- 
ply, which has the later date, on 
top. These may be stapled or just 
left as is. Do not use paper clips. 
They are much too bulky. 

e The next step is to have a 
definite sorting routine. If your 
office has sorting bins or trays, 
then use them, of course. However, 
if you do not have special sorting 
equipment and must use the top of 
a desk or table, try this method: 
Use the alphabet sequence groups 
mentioned earlier and sort the cor- 
respondence into six groups (com- 
bining U V W and X Y Z). Then 


take each group and separate it 
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into individual letters of the alpha- 
bet. For example: E F G will be 
in one group, which is then sepa- 
rated into E - F - G. From there it 
is a very simple matter to conclude 
the arranging of the material to be 
filed. This method may seem to re- 
quire a great deal of handling of 
the same pieces; but, with practice, 
it can be done so automatically it 
really is a timesaver. Do try it! 

e This is anextremely important 
step in filing procedure: File fin- 
ished papers at a definite time each 
day, and be sure to do it each day. 
Determine, by a daily check for a 
week or so, just what time of the 
day is a “slow” period for you. Tell 
your boss that you plan to do the 
filing between 1 and 1:30, or what- 
ever the time may be, so that he 
can schedule his work accordingly. 
He will be pleased to see that you 
are so systematic. 

Open file drawers, incidentally, 
invite accidents. When using the 
files, do not open more than one 
drawer at a time, and even though 
it is for a very short time—be sure 
all drawers are closed when you 
leave. 


WHAT DO YOU NEED TO KNow to be 
the filing “expert” in your office? 
Here are some of the questions 
you might ask yourself. Are you 
using the filing method that best 
meets the needs of your organiza- 
tion? Are you using a straight 
alphabetic system when one of the 
alphabetic variations, or a numeric, 
geographic, or method 
would be better? 

Have you been keeping up with 


subject 


the times your knowledge of the 
filing equipment and __ supplies 
available? Perhaps you would be 
getting better results with a rotary 
visible card index rather than the 
old-fashioned closed-drawer type 
you have. 

Is it difficult for other people 
to use the files because you have 
your “own” system? Or do you ap- 
ply the uniform indexing and filing 
rules that are as standard as the 
typewriter keyboard, thereby mak- 
ing it possible for anyone to locate 
records. 

Are your files neat, or do you 
permit the records to get dog-eared 
and torn? Do you follow recom- 
mended procedures in __ lifting 
folders, inserting materials, and 
handling guides? 

Do you keep your files stream- 
lined, or are they permitted to 
become overcrowded to the point 
where it is difficult to insert and 
remove material? How systematic 
are your transfer methods? 

Do you follow up material bor- 
rowed from the files by others, or 
do you just rely on chance that 
those valuable papers will be re- 
turned? 

Finally, are you aware that all 
filing processes are not restricted 
to formal filing cabinet activities? 
There are filing techniques that, if 
applied to your other duties, could 
make you a more efficient secretary. 
All the preceding questions will be 
discussed in future articles. If you 
can answer them properly, you'll 
find that it is not a case of your 
working at the files—the files will 
be working for you. 





1951 


15 





Dorothy McCauley, right, knew from her pigtail days that she wanted to be a secretary. She’s found it a wonderful career. 


Ox the Job mih a... 


OURE JOUNCING ALONG 

to work on the bus on a fall 
morning, “ looking through your 
newspaper. An ad snags your at- 
tention—something about a fashion 
show. Your nose twitches ever so 
slightly and your eyes narrow. In 
your head wheels begin to whirr. 

The ad is addressed to the busi- 
ness girl—you. The show will take 
place on the third floor at Hof- 
fert’s Department Store, starting at 
12:30. (You'll have time for a 
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by Marthe Angerer Gross 


FASHION SECRETARY 


What's more, it will 
12:50. (You can make 
it back to the office in ten minutes 
any day! ) 
out 


sandwich. ) 
be over at 


You fold the paper and 
the window dreamily. 
The phrase in the paper comes 
back to you: “Fall Fashions by Mc- 
Kettrick.” Yes, you muse, it’s going 


gaze 


to be a nice noontime. 

Well, Dorothy McCauley’s had a 
hand in it. 

Dorothy is a fashion advertising 
secretary for McKettrick dresses. 

















When you go to that fashion show 
or when you receive a folder from 
your department store showing an 
of MckKettricks in photo- 
sketches, Dorothy s 

She's he Iping ettect 
an impact on you as a consumer 


array 
‘raphs or 
touch is on it. 


that was planned weeks before in 
room 206 at New York's Broadway 
and 35th street. Here, in crisp but 
rather cramped quarters, just a 
block above Macy s she works as 
one half of a two-member advertis- 
ing staff for McKettrick-Williams. 

If the office is limited, Dorothy's 
job is not. McKettrick, reputed to 
be one of the five largest dress com- 
panies in the world, assigns its ad- 
vertising operation to an ad director 
and one top-calibre — secretary- 
assistant. Dorothy McCauley, who 
is quick and dark and whose hair 
crisps. into determined brown 
curls, fills the bill as the latter. 
And it goes without saving that she 
doesn't have much time to dawdle. 

\ few feet across the top of her 
tvpewriter, at a desk that adjoins 
her own, works the senior membe1 
of the “department Dorothy's 
boss Sheila Hawkins. As bosses go. 
she is rather unique. She's slim 
and cool, and after five years with 
\icKettrick holds down one of its 
fine executive positions—at the ad- 
vanced age of twenty-four! 

For Dorothy, working with a boss 


youthful enough and 


There is more to Dorothy’s job than shorthand and typing. Here she points out 


to a customer the many fashionwise features of the model’s McKettrick garment. 





“regular” 


enough to call by her first name is 
fun. It means a basketful of wide 
ly varied jobs, with enough respon- 
attached to keep her on 

Last week, for instance, 
worked with the 
printers putting through orders fot 
a million leaflets that department 


sibility 
her toes. 


she may have 


stores will send out to advertise 


their line of McKettrick dresses. 


Dorothy’s desk is across from that of her boss, Sheila Hawkins, right. 





Of these, a single store like Chi- 
cago'’s aristocratic Marshall Field's, 
may tor example, require 500.000 
The 


collects and 


with its own special imprint. 
information Dorothy 
types tor these mailing pieces has 


to be accurate—and then some. 
If stvle 357 comes in red, green, 
and gold—with velveteen collar 


(Continued on page 52) 


Work- 


ing together, they put the name of McKettrick before dress-conscious women. 


£ 
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Dorothy pauses for a moment at the 
end of the day before she heads for 
home. There’s never an idle hour or ; 
slow season at MecKettrick’s, and that 


is one reason she is “sold” on her job. 












Wear to Work 


YOUR DRESS 
FOR 
THE 
JOB 





For any figure, for any office, for any thrifty 
girl, for about $18. Sixty per cent wool, 40 
per cent rayon, hound’s tooth check. Gold, red, 


The close-cut suit, slim-skirted and cineh-waisted, walks copper, or white with black. Sizes 12-20. 






trimly into Fall. In colors for morning through mid- 







night: black, brown, charcoal gray. American Ottoman 
faille, sizes 10-20. About $18, but priceless! 























Put plaid in your plans for Fall. Chic and confident, 
but only about $20, this Milliken Watch Plaid 

lives in the best of offices. Sixty per cent wool, 
10 per cent rayon, black only. Sizes 12-20. 


Sty les by MeKettrick, at vour favorite store. 


Buttons are back! Fashion-plus Burlington ray- 





on menswear dress (left). in brown, red or toast with 


black, or all gray. Right: Buttons to the fore! Gray 
or brown Frost Point. Both about $16. Sizes 10-20. 
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SURVEY OF THE MONTH 





Office Equipment 


eculaue would like 10 have 


by Constance L. Halpin 


F YOULL STOP FIDDLING with that broken key 
I on vour typewriter for a minute, we'd like to inform 
you that you're not alone in your miseries. There are 
quite a few other secretaries who are also in need of 
some new office equipment. In fact, when we took a 
survey during the summer and asked S00 secretaries to 
list all the things they felt they needed in their office to 
make their work more efficient (and maybe easier ), we 
were just swamped with “wants” of all sorts. Quick-like 
we tallied the first 150 replies that came back to us and 


thought perhaps voud like to lend a sympathetic ear. 


ELECTRICS CURRENT 


The electric typewriter situation was thoroughly 
discussed from top to bottom! At present, one-quarter 
of those we tallied use an electric and three-quarters 
do not. Nine out of every ten have been favorably im- 
pressed by everything they have seen and read about 
electrics. 

Of those secretaries who do not have electrics, 67 
per cent hope to, and one out of every five of these 
were so “charged up” about electrics that they have 
already asked their emplovers to order one. Through- 
out the entire survey, only 10 per cent sent sparks fly- 
ing with unhappy comments about electrics; and, of 
these, only two persons had ever actually used one! 
\ll in all, the survey shows that the use of electrics is 
definitely on the upswing and that secretaries like and 
approve of them. Here are a few actual quotes: 

“Manual typewriters do not compare with them at 
all; my employers are very happy with the work | 
turn out with ours. —M. G., lowa 

“T think they make a good-looking letter.”"—G. P., 
Idaho 

“Il tried one last week and theyre wonderful!”—A. 
P., Ohio 


“Wonderful, especially on carbon copies.”—A. R., 
Idaho 

“They eliminate fatigue a great deal.”—J. P., South 
Dakota 

“A must; saves time and energy. —E. M., Texas 

“Love it; easy to operate, turns out beautiful work.” 


—P. D., New York 
METAL FURNITURE STEALS SHOW 


Nine per cent of the secretaries reporting said they 
are definitely in the market for a new desk, and the 
new steel variety seems to be preferred. One-third 
already have modern steel desks, while the other two- 
thirds are sitting at standard wooden ones. 

The greatest lament as far as desks are concerned 
was, “When are they going to bring out a desk that 
gives the secretary more drawer space?” The present 
situation, with the typewriter well “eating up” three 
drawers worth of valuable space, isn't making a very 
big hit with the girls. 

Two almost desperate secretaries practically en- 
closed blue prints with their questionnaire answers. 
One suggested a circular desk with the secretary 
seated in the middle, and the other suggested an 


L-shaped desk. Both pleaded that secretaries really) 


need and are entitled to plenty of working area and 
plenty of storage space. And we second the motion! 

Eighty-seven per cent of our secretaries are sitting 
pretty that is, they are proud owners of posture 
chairs. Of the 13 per cent that do not have posture 
chairs, more than half complain of backaches. (Em- 
ployers please note. ) 

Quite a few secretaries feel that bosses could show 
a little bit more concern for the secretary's comfort 
during long dictation sessions. Oh, no (blush), we 


dont mean she should sit on his knee! Some, how- 
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ever, requested special chairs for the taking of dicta- 
tion. The type they described had one wide arm, on 
which their dictation book and elbow could rest. You 
may remember the type used in most high school and 
college lecture halls. I this were to prove too costly, 
they would like their boss's desk equipped with a loaf 
that could be pulled out to rest the notebook on. They 
admit this lack of concern is probably just an oversight 
on the busy employer's part—but constant notebook 
juggling is difficult. 


PHE CASE OF THE MISSING COPYHOLDERS 


We were amazed to discover that half of the secre- 
taries surveved did not have coypholders. Although 
some shorthand notebooks stand up on their own two 
feet (you know, the kind with the gummed edges), 
most secretaries have to type miles of straight copy 
material and make extra copies of incoming letters; 
and the lack of a copyholder is a real inconvenience. 
A third of these people left “holding the copy” would 
like to rectify the situation—they have definitely re- 
quested copyholders. Of the other half, whose eves 
and backs are just a little bit stronger, thanks to friend 
copyholder, 39 per cent have swanky new steel 
varieties and the rest have wooden ones. 


IELEPHONE TROUBLES 


When the telephone rings, practically one-quarter 
of the secretaries surveyed take a deep breath and 
smother a gasp before saying, “Good morning; Mr. 
Smith's office.” The reason for this? Twenty-three per 
cent do not have telephones on their desks and are 
forced to vacate their posture chairs when duty rings. 
A few secretaries said that getting up to answer the 
telephone helps keep them slim (and may we add, 
helps knock them out ). 

At any rate, the other 77 per cent have at least one 
and sometimes even a few more telephones at their 
finger tips. This arrangement not only keeps them 
calm, cool, and collected, but it also gives them the 
opportunity of using to advantage every telephone 
technique that was drummed into their heads while 
attending school. 


CLEANSING STATISTICS 


When it comes to keeping typewriters spic and span, 
92 per cent of our secretaries tell us that they have 
ample cleaning equipment for this purpose. The other 
8 per cent, after looking at their “tuftless” typewriter 
brush and their empty bottle of cleaning fluid, reported 
that they could use additional supplies of such equip- 
ment. 

16 per cent use cleaning fluid on their type. 

13 per cent use typewriter brushes. 

71 per cent use both cleaning fluid and typewriter 

brushes. 

Seven out of every ten have pads under their type- 
writers to eliminate jouncing and unnecessary noises; 
three out of every ten are still noisily bouncing along. 





IF IN DOUBT, GO FIND OUT 


Reference books are important pieces of office 
equipment to the average secretary. Thirty-seven per 
cent have two or three on their desk or easily accessible 
to them; 35 per cent have from four to six; and 14 per 
cent have seven or more. Nine per cent said all they 
need is a dictionary, and five per cent said they 
don’t use reference books at all ( geniuses?). Besides 
a shorthand dictionary, general secretarial information 
books, the World Almanac, an encyclopedia, and so 
forth, the books and manuals most frequently men- 
tioned were those pertinent to the particular field 


the secretary worked in such as Air Force regulations. 


law books, and medical books. 


“AND I ALSO WISH I HAD 


Here are some miscellaneous items our secretaries 
showed a particular interest in: 

Voice recorders to be used on a part-time basis— 
especially when either the secretary or her employer 
is unusually busy. 

Notebooks with pencils attached. We have never 
heard of them before, but it certainly sounds as if 
they would be most helpful to secretaries that have 
bosses who begin to dictate with very little advance 
warning. 

Good erasers of all types, round, square, and those 
that come in pencil form and can be sharpened—most 
secretaries work on the theory that the more erasers 
they have on hand, the fewer errors theyll be apt te 
make. 

Pencil sharpeners that can be easily emptied and 
have sharp, sharp, sHarp blades. 

Eraser shields with a larger variety of holes cut in 
them than you find in the present ones. 

Durable typewriter ribbons that make crystal-clear 
impressions. 

Typewriter stands for either an extra typewriter 
or for your regular typewriter, so that you can have 
a desk with drawers on either side. This may be one 
solution to the desk problem discussed earlier in this 
article and should be considered carefully by those 
suffering from “no-drawer-space-itis.” 

Shorthand pens that hold lots and lots of ink; pencils 
with strong points that do not dull and yet that are 
smooth-writing; and notebooks containing a good 
grade of paper that is spiral-bound to make the pages 
lie flat and turn easily, sectioned into two columns, and 
covered front and back with a sturdy cardboard. 


NEVER STAND IN THE WAY OF PROGRESS 

Yes, the secretary of today knows what she needs 
to make her work more efficient and her output 
greater. She’s “up” on the newest equipment, and 
she’s willing to co-operate with company budgets! 
But budgets must be made flexible enough to cover 
items that prove to be money savers in the end. 


(Filing and miscellaneous office equipment will be dis- 
cussed next month.) 
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English for Transcribers 


DOES A QUOTATION ALWAYS BEGIN WITH A CAPITAL LETTER? 


Lilli 
Alli 


W our THIS ISSUE were changing the stvle of 


our Transcription Talent Teaser. Were going 


by E. 


to present the transcription pointers in a setting that 
will be doubly helpful to you. This is the plan: 

Each month we will feature some particular prob- 
lem of transcription and give you definite, simple 
Below \ will find 
a sentence, in typewriter type, that applies the rule. 


rules for solving it. each rule, you 
In other words, you will see the transcription problem 
correctly solved. 

Then, to help you apply your newly acquired knowl- 
edge, there will be a letter in shorthand form. Each 
rule that has been stated and illustrated will be ap- 
plied in this shorthand letter. A circled number will 
appear at the exact spot in the shorthand where the 
correspondingly numbered rule is applied. 


Let's see how the plan works. 


Most that first 
word following an opening quotation mark should not 


rRANSCRIBERS KNOW sometimes the 
be capitalized, but they are not sure just when this is 


true. Here are the rules: 


|. The first word of a quoted sentence is capitalized. 


2. If some such expression as he said interrupts the 
quoted sentence, in order to show the source of the 
quotation, neither the interrupting phrase nor the con 


tinuation of the quotation starts with a capital (unless, 
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an 


Hutehinson 


of course, either is a proper noun or a proper adjec 


tive 


" ' . 4 4 A 


3. If only a few words of a sentence are quoted and 
built into the structure of the the 
first word of the quoted matter is not capitalized 


thev are sentence 


again, unless it is a proper noun or a propel ad 


jective ). 


t. Individual words quoted—such as words defined 


technical terms 
1] 


words to which attention is directed 
humorous Ol slang words poor grammal mtentiona 
unless they 


used—are not capitalized are pro] ins 


or proper adjectives 


Continud on page 90 
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SAVE TIME when align- 
ing with the use of the extra- 
long line scale. 








SAVE TIME with the Avtoma- 
tic Line Finder. Automatically re- 
stores to the original line of writ- 


ing. 

















SAVE TIME with the one-hand 


easy-pull Variable Line Spacer. 





underiweed 


SAVE TIME with the half- 
reach, descendent carriage-throw 
lever— you can’t miss it! 


SAVE TIME and effort with 
Underwood's Fihijth Truck «= tun- 


ing lever. 





SAVE TIME with Underwood's wag 
Automatic perfect-accuracy center- Ing 
ing scale. SAVE TIME with the know- 


where-you-are open margin 
scale and carriage pointer. A 
boon in tabulating. 





UNDERWOOD Age, DELUXE 
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ME FOR THE TYPIST 





TIME incentering paper 
gj the scale on the paper 





SAVE TIME with the finger- 
snap paper release when straight- 
ening or removing paper. 





SAVE TIME with the save- 
control thumb brace and forefinger 


control carriage release. One hand 
does it. 





SAVE TIME and get per- 
fectly balanced letters with the 






SAVE the see- see-set diamond guides on mar- 
where-Bip. No guess- gin scale. 
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Simple UNDERWOOD 
design makes it 
easy for you to 


save time around 
the clock! 


You can center paper faster than ever before. You 
center titles faster... text faster! 

Underwood’s exclusive ‘‘See-Set’’ Margins 
and Scales give you perfectly balanced letters . 
with a minimum of operations! 


You don’t have to move the carriage to set 
the margin stops. You can set both margin stops 
at the same time. And you never have to “‘test’’ 
your margin adjustments ... you can see that they 
are set right. 


Let your hands take you around the clock on 
this exciting new Underwood. You'll write every 
letter better . . . and save time 


Your local 


Underwood representative will 
gladly arrange a demonstration . . 


phone him. 


. if you'll tele- 
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MACHINES ... CARBON PAPER ...RIBBONS 
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Ceding aud Subtiadtng wit, YOU 


EAUTY, that blythe and elusive spirit, can be 

captured and claimed by the very simple process 
known as adding and subtracting. Adding to your 
good facial features by emphasizing them and _ sub- 
tracting from your weak ones by toning them down 
is a beauty formula as old as the centuries but as 
sound as a silver dollar. 

The addition-and-subtraction approach to beauty 
begins at the very top of vou—with vour hair. The Hair 
Fashion Council of America, a nationwide organiza- 
tion of one hundred top hairstvlists, has tested and 
proved this theory. The proper hairstyle, created just 
for you, works like the wand that made a princess out 
of Cinderella. 

Workaday hairstyles must be simple, neat. becom- 
ing, and easy to manage, as are the coiffures of the five 
successful secretaries pictured here. At the same time, 
vour hair must frame with flattery that best face vou 
always put forward, adding here and _ subtracting 
there. 

The first step in achieving such a coiffure, says the 
Council, is to consult your mirror as honestly as though 
you were staring at a stranger. Note your silhouette: 
Are you in perfect proportion, or do you need to add 
to the illusion of height or weight? On this may depend 
whether you want your hair long or short, fluffy or 
smooth. Next, note your facial type: Is the face you sce 


round, square, triangular, or oval? 


A LONG, NARROW FACE (1) takes kindly 
to soft curls and slanied waves, a stvle both 
flattering and easy to care for. Model: Hattie 

Colbert, secretary to CBS TV star, Garry 

Moore, New York City. Styled by: Albert 

of Fifth Avenue, New York City. 


A SQUARE FACE and determined chin (2) 

are softened by a coiffure high at the top and 
tight at the sides, sometimes with an oblique 
part. Model: Mrs. Gracie Pohlman, secretars 
and assistant to her photographer husband. 
Styled by: Faye Riddleburger, Faye’s Broadway 
Beauty Salon, Logansport, Indiana. 
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You can square the circle of a too-round face by 
creating an upward sweep of the hair, so that a more 
angular effect is achieved. A long face may take on the 
appearance of width by cleverly arranged soft curls 
at the sides of the face, or by oblique lines that attract 
attention to the temples. A tace may be triangular, with 
the chin forming the broad base. In this case. hair is 
inassed at the top of the head to fill in on both sides of 
the narrow forehead. In triangular faces with the fore- 
head forming the broad base, either soft baby curls or 
angled curls coming forward on either temple can 
soften the forehead. 


INDIVIDUAL FEATURES can feel the magician’s touch 
too. Often a pointed chin may be widened by filled-in 
curls at the jaw line. For a prominent nose, “balance” 
is the prescription. Bangs that fluff out from the fore- 
head with a curved wave or a “bouquet” of curls may 
do the trick. 


nose is to focus attention on fullness at the back of the 


Another method of balancing a large 


head or crown. Wide, expressive eyes are dramatized 
by slanting waves or straight bangs, while a center 
part emphasizes a well-shaped nose. Tiny, pretty ears 
deserve to be exposed by drawing the hair away from 
them. with only a suggestion of a curl in front of each 
one. Large rolls of fat curls at the temples will give 
height to a low forehead. Your hair can be your best 


friend, if you'll give it a chance. 
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4 NICE FOREHEAD and_ widow's peak 
(above) are flattered by this charming but 
businesslike hairstyle. Model: Joan OnCay. 
secretary to three Wilkes-Barre, Pennsylvania, 
attorneys. Styled by: Helen L. Brown, Helen L. 
Brown Beaute Salon, Wilkes-Barre, Pennsylvania. 


ATTRACTIVE EYES and level brows (3) 

are shown to advantage by this close-cropped 

but feminine cut, called by its creators the Lamp 
Pruning Hairstyle. Model: Joan Selby, secretary 
to the vice-president of a Philadelphia firm. 

Styled by: Vincent and Joseph of Philadelphia. 


A PROMINENT NOSE (4) is balanced by 
waved bangs and soft brush curls at the nape 
of the neck. Model: Mrs. Doris Rhodes, 
secretary for a real estate and insurance firm, 
Brooklyn, New York. Styled by: Les Lorch, 
Helen Beauty Shop, Brooklyn, New York. 
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O INCREASE YOUR SHORT- 

HAND SPEED 40 to 80 words 
a minute during the next ten 
months, what should you do? 

Plan a practice program for your- 
self—and check your tools. 

\re you using a pencil? Discard 
it immediately, for it is holding up 
your progress. The poorest and 
slowest writers in my advanced 
classes have been those stubborn 
few who insisted on using a pencil. 
\re you using a single-column note- 
book? Put it aside for a double-col- 
umn one. Are you using a notebook 
that bulges at the top so that the 
pages do not lie flat when turned? 
Exchange it for a_ spiral-bound 
notebook; then you can direct your 
complete attention to getting down 
the shorthand without having to 
think about holding turned pages 
flat with your free hand. 


WirH THE PROPER MATERIALS, you 
are now ready to start. Just as the 
traveler tries to get from one city 
or town to another in a given period 
of time, you too should have short- 
range goals. But keep in mind that 
no matter what those “in-between” 
goals may be, they must all have 
one thing in common—they must 
all contribute to your final objec- 
tive, your destination for the season 
—a large increase in shorthand 
speed. All your practice must lead 
to this one end. 

In order to achieve your speed 
goal you will have to work hard; 
that is, you will have to practice. 
Remember “There is no royal road 
to learning.” Your practice should 
be regular; and it should be spaced 
so that it is done daily. Unlike some 


Go 
bo 


by A. E. Klein, Ph.D. 


7™* Shorthand 


Speed 


\n Expert Offers a 
5-Poimt Plan to 


Acquire It 


subjects in which work can often 
be made up over a week end, short- 
hand must be practiced daily if you 
are to make the most rapid prog- 
ress. Shorthand is a skill, like swim- 
ming or dancing or learning to 
speak a foreign language. You can- 
not sit down and learn to perform 
these skills well in a. reasonable pe- 
riod of time by practicing just once 
a week. But, even if you could, the 
results would never be as good as 
those achieved by daily practice. 
Whenever possible, try to do your 
shorthand practicing at the same 
time and place every day—away 
from all distraction. 


HERE ARE SOME SPECIFIC SUGGES- 
tions. If you will read and copy 
shorthand daily from perfect short- 
hand plates such as those in your 
textbooks or this magazine, you will 
be sure to succeed. Such copying 
will help you to write faster and to 
improve your penmanship. In addi- 
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tion to reading and copying short- 
hand, you should also get as much 
dictation practice as possible. Dur- 
ing part of this practice time, the 
speed should be such that you have 
to “stretch” to get down every word, 
even at the expense of writing il- 
legible outlines.” Alternate — this 
“stretching” practice with dictation 
at a speed well within your grasp so 
that you can get back to writing 
perfectly legible outlines. 

Provision should be made for 
penmanship practice to improve the 
legibility of your notes. Such drills 
may be found in some of your text- 
books. If you are “beyond the text- 
book stage,” then use the OGA copy 
in this magazine. 

You should review some princi- 
ples and your brief forms daily. If 
you do not, you will find yourself 
writing many outlines in full that 
could be written much more swift- 
ly and easily according to principle. 
Almost any one of your books will 
have some word lists at the begin- 
ning of each lesson reviewing the 
principles of the system and the 
brief forms. 


Ik YOU CANNOT FIND TIME to do all 
this daily, follow at least one or 
two of the suggestions each day. 
For instance, you might devote the 
first practice session of the week to 
reading and copying plates, the sec- 
ond session to dictation and pen- 
manship improvement, still another 
session to more dictation practice 
and review of principles and brief 
forms. However much or little time 
you can afford, set up a_ weekly 
schedule and do some practicing 
daily. 

From time to time, take stock of 
your progress by having a five-min- 
ute test on strange material dictated 
to you at least ten words a minute 
faster than the highest speed you 
can now take. Have such a test dic- 
tated at least once a month. If you 
can get it all down with no more 
than five per cent of errors, increase 
the starting speed of your practice 
dictation ten words a minute. 


THESE, THEN, are the roadmarks on 
this highway to increased speed. 
If you plot your course well and 
follow your plan, you'll find your- 
self gliding along on the way to 
that 100-, 140-, or even 200-wam 
mark. It’s been done by others. 
Why not you? 
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One of the slickest tricks ever is the 
visual guide .. . can work wonders 
to make your job fast and accurate 


Vii 








HEN I was learning to type, 
W a boy named Don was in our 
class. | learned something from him 
for which I am eternally grateful: 
the use of VG’s—visual guides. 

Our class had two periods a week 
when we could go to the typing 
room for special practice on pro- 
duction Don would 
wheedle from one of us “the table 
in Assignment 3 
letter’ we had _ to 


assignments. 
or “the second 
He would 
quickly return the borrowed paper 


do. 


and drift out of the room, assign- 
ments done. It used to mystify the 
rest of us. 

One day I lent him a tabulation 
so complex it had taken me nearly 
a whole period to plan it. He sat 
down at his machine, inserted my 
paper, and calmly lined up his 
margin and tab stops with the col- 
umns on my paper. He backed the 
paper out of the machine, counting 
the lines in the top margin as he 
did so. In no more than fifteen sec- 
onds, he had set his machine for the 
table—using my paper as a visual 
guide! 

Another time, Don got from me 
the first part of a long manuscript 
we had to type. I grinned as I gave 
it to him, for I was now using a 
pica machine and his was an elite. 
But he fooled me. 

He laid a clean sheet of paper 
over my typed page. Using a ruler, 
he drew lines where the margin 
areas of my paper showed through. 
He put his ruled sheet under an- 
other clean paper and inserted the 
two pages. He used the top line as 
a guide to the top margin, the side 
lines as his margin-stop guides, and 
the bottom line as_ his stop-here 
signal. Visual Guide. Very Good. 


My FIRST OFFICE jon taught me 
that such visual guides are fre- 
quently used. Two reasons: They 
speed production and maintain con- 
sistent form. 


by Alan C. Lloyd, Ph.D. 


Each table | typed, for example, 
an addition to a thick file of 
similar periodic statements. The 
quick way to set up the new table, 
and the one way to make sure it 
would match its predecessors in 
form, the previous 
month’s report as a visual guide for 
setting margin and tab stops and 
for determining the 
margin. VG. 


Was 


was to use 


correct top 

My employer had two long re- 
ports he had to turn in every two 
weeks. One unbound, held 
together by a paper clip; the other 


Was 


always had to fit a_ three-ring 
binder. 
My typing textbook had_ this 
table in it: 
Left 
Margin Unbound Bound 
Top, page | - oad 
Top, other pages | ag 
Left side 1'3 ag 
Right side 115’ . 
Bottom Bees ” 
I drew two visual guides, as 
shown in the top illustration, in 


accordance with these “specifica- 
tions. I added the dotted lines, as 
visual guides for indenting quota- 
tions. and another line down the 
center of the boxed area, as a guide 
for centering headings or (as shown 
in the third diagram) the lines on 
a title page or cover page. Too, | 
added a warning line inch 
above the bottom margin line. 

Thereafter, when I had to type 
those biweekly reports, I inserted 
the proper visual guide underneath 
the top sheet of my carbon pack 
and used the lines as a complete 
guide for correct placement of the 
new material. 

Tables and manuscripts aren't 
the only uses for visual guides, 
though VG’s are 
you have a big job to type—a series 
of letters that are the same size... 
a monthly news bulletin in which 


one 


good whenever 
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you want to copy the artistic head- 
ing used before 
sheets . 


assignment 
.. long legal documents 
menus and programs... . 

In fact, you should use a VG 
whenever you want material to be 
consistent and whenever you must 
turn out a big job quickly. 
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TIPEWRITING PROGRESS 


These beautiful typewriting and shorthand awards may be earned 


while you learn the techniques of a successful business career. 
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How 


. N AMBITION, like a rainbow, 
A is elusive. You strive for it, and 
ultimately reach the place where 
vou thought it had been, only to 
find that it has moved farther ahead 


You however, have 
tangible proof that vou are making 


of you. can, 


progress—our awards serve as such 
“milestones” along the wav. 

Approximately 500.000 Gregg 
certificates and gold emblem pins 
were earned by business students in 
schools all over the world last vear, 
students who distinguished them- 
selves for the quality of work in 
tvping and shorthand that makes 
success in business easier to attain. 

It's vour turn now to see how 
many of these awards of merit you 
can win. Not only students, but sec- 
retaries, stenographers, and typists 
will enjoy taking the tests. Steno 
clubs have been formed in offices 
all across the country for the pur- 
pose of practicing for Gregg 
awards. 

One club recently wrote, “Many 
of us in our Steno Club have earned 
fine promotions as a result of the 
proficiency gained in taking your 
tests in shorthand and typing.” 


Tue First Goat for the shorthand 
writer is Junior membership in 
the Order of Gregg Artists. The 
test this month is on page 39. Write 
this copy fluently and legibly in 
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WCHASE A RATYDOW 


by Florence Elaine Ulrich 


your best shorthand style. If your 
notes can be read by another writ- 
er of the system, or by yourself 
atter they have become “cold,” you 
will probably qualify for the Junior 
0.G.A. Certificate and or pin. 
\dvanced students 
and stenographers who are not vet 
members of the Order of Gregg 
Artists should take the test this 
month! A good stvle of notes is es- 


shorthand 


sential to your progress in school 
ind to proficiency in taking dicta- 
tion and transcribing speedily and 
iccurately in the office. If you as- 
pire to a top secretarial or reporting 
position, you should practice for 
the perfection of shorthand pen- 
manship that will enable you to 
earn the Superior Merit, too. 

Compare your notes with those 
in the copy after you have written 
the O.G.A. Membership Test on 
page 39. If some of the outlines 
show faults of structure. practice 
Writing these forms until they glide 
off your pen easily and correctly. I 
recall spending many hours—and 
reams of paper—practicing for the 
almost perfect style required for 
the O.G.A. Certificate of Superior 
Merit with Gold Seal, the highest 
award, incidentally, that is offered 
for excellence in shorthand pen- 
manship. 


Now TURN TO THE TYPING TESTS. 


The Junior O.A.T. Test will be 


found on page 40. Beginners will 
be able to qualify for Junior mem- 
bership in the Order of Artistic 
Typists as soon as they have mas- 
tered the keyboard and are typing 
smoothly and accurately. Advanced 
students and office typists should 
take the Senior Membership Test. 
Senior membership is open to any 
tvpist whose average speed is 40 or 
more words a minute who can type 
the test copy accurately and ar- 
tistically—with even touch, neat- 
ness, no erasures or strikeovers, 
and “trim” margins. 


SENIOR CANDIDATES are not, how- 
ever, required to type the test at 
10 words a minute. The copy em- 
braces elements of arrangement 
and style that are as important as 
speed to good typing on the job. 

If you are not yet typing at 40 
words a minute on copy like the 
Competent Typist Test on page 44, 
practice that test until your fingers 
are nimble and swift and you can 
qualify at that rate on a ten-minute 
test. 


THE C.T. PROGRESS CERTIFICATE at 
30 words a minute is the first award 
issued on the Competent Typist 
Test. A Competent Typist Certifi- 
cate is issued at 40 words a minute, 
and the Gold C.T. Emblem Pin at 
50 words. Additional pins are 
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Director, Gregg Awards 


awarded for speeds of 60, 70, and 
SO words a minute. 

The Competent Typist speed- 
building program has been used 
very successfully in thousands of 
schools for training good typists. It 
is the only comprehensive awards 
plan that permits the typist to 
strive for speed and accuracy and 
obtain the certificate or pin on the 
highest speed the candidate attains 
through practice during the month. 

No matter what your speed is 
now, if you will practice the C.T. 
Tests consistently, you should in- 
crease your rate 10 to 20 per cent 
this month. Try the test on page 44 
and see what speed award you can 
earn as a Starter. 


Ir you wisu also to earn awards 
in shorthand speed, transcription 
proofreading, bookkeeping, and 
shorthand theory, ask your teacher 
to tell you about them. Or send a 
self-addressed stamped envelope to 
this department for the Gregg 
Awards Instruction Booklet and 
Awards Application Blanks. Please 
give your teacher’s name when you 
write. 

Beautiful Honor Rolls, on which 
to inscribe the names of awards 
winners, may be had by any teach 
cS Ga president of a steno club tree 
on request. Only one such Honor 
Roll free to any one class or club, 
though! 
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Very attractive, the 
three examples given 
here of the effects ' 
that their designer, 

Charles E. Smith, of | 
Pekin, Illinois, was 
able to achieve using 
carbon instead of rib- 
bon in his art typing. 
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riven 
fects 
gner, 
‘ ry” . ‘ ry” 
1, of | Shorthand Test Junior O. G. A. Test 
was 
ising Instructions 
. rib- 
ping. Copy the tests here in vour best style ee /- 7 2 Ye Z 
of shorthand. trying to make your notes yz = ( O° SE 7 
look as nearly as possible like our expert e744 y, 
penman’s notes alongside. The tests may c ge gl * re LO a . ——-\ a 
be written in one or in two columns. on 4 
your regular notebook paper or on any o7/ + cmd a 
a he ° hae 
other stationery that will allow you to do f~ 
your best work. Ruled paper helps keep a . we — i YP. 2g , 
: ° 4 
your writing uniform. J ¢ > Q — 
The Junior Test is offered to enable the 
writer to see whether he is practicing cor- g 2 Cc c i —_ i, a wt Lal bk=~=wret 
rectly. It may be taken as soon as the 
: copy can be written creditably. The Mem- 7 Tr A “ — 
bership Test is offered lor those who oO Oo “Zs Zz oOo 9 ~ “ r< ? 
feel that they have developed a good 
practical style of penmanship that will oa P e — F * oe ee 2 be (76) 
assure accurate transcripts on the job. y, 
Acceptable specimens entitle the writer 
to membership in the Order of Gregg 
Artists (O.G.A,). 
Test papers are judged on (1) the 
smoothness and fluency of the notes: (2) 
the formation of the characters as to prop- 
er curve, slant, and joining; and (3) the 
correctness of proportions maintained 
throughout the specimen submitted. A Oo 
“Kev to the Marking of O.G.A. Tests” is "teil cr = al i 
returned with any failing papers. which we 5 of 
gives detailed criticism of the faults of —ef e oy a al ret - i 
style noted by the examiner. “ 
Style Studies 
\ few words are selected each month 
from the Membership Test copy on which O. G. A. Membership Test 
you may find preliminary practice help- 
ful. (Junior candidates may practice these 
forms with profit.) Writing over and over f? , 
— : —— . . , / ° A 
the printed wengen for any word one you on és Fe a Stic ee: ~ ao Z 
cannot execute easily (use a dry pen - g 
r point) will give you the “feel” of the J ( re Vol 
ag correct form; and writing an outline of . loo , ead << C- : me Ke” > 
ae your own over several times, one on top a a 
, of the other, will show you whether you ao a. a As -_ ‘4 y he = all ee own 
% have developed good control. Note that Cc : sa, = ‘" 
ar there is practically no deviation in our 
r,t ; ae ’ j y, 2 - 7 A 
ASCE experts “rewritten” forms that begin the a Le a O 7 a a es atl 
ame OG lines of Style Studies in the middle of the -_. __ 
‘ahaae page, You can test your own writing of a g {A gi _— — a” i a yo 
eftic. the basie forms by placing the Corrective a D 
F nah . y, Y 
¥ oh Slide over your notes. ( A < »y -? ; 
ai . 4 Se a F « t Oe” tee 
Y “7 ia “ 
—_ 2 
( Y/ ae/¢ es Cc <-> lod Yo A LOT Crr 
~ Zs ro 
‘ Pad 
A fee of 10¢ equired with tests sub- . _ 
e « ithe yuir e @ a . - 227 ~f 4 = -/S A. A oy. , 
mitted for certificates, except for the - 
Superior Merit or the Attainment Certifi- (> ( C 
° . = _ eX ue q 
cates, which are 50¢ each. Pin awards are a —— 
25¢ each. Applicants for both certificate ) da a 
e a il — t 
and pin should remit 35¢ to Gregg Awards oo c ~ x ae 4 a ed 
Dept., 330 W. 42 St., New York, N. ¥ 
CO 424. Wy 
S 
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(See page 39 for O. G. A. Tests.) 
2.9 ry 
Typewriting Test 
Instructions 
The Junior Test is a one-page plain 


copy test. for which typists are eligible 
as soon as they are able to copy the ma- 


terial without errors. Unless specifieally 


the 
either single or double space in typing 


instructed here. candidate may use 
these tests. whichever will give the better 
the 
Headings are to be centered. 

Since the purpose of the O.A.T. is to 
focus attention early on professional typ- 
ing standards. all should be 


with a good ribbon and should show an 


arrangement to copy being typed. 


work done 


even touch and clear. clean typing. well 
arranged as to margin, centering. and 
alignment. 

Erasures or typographical errors will 


test. but all tests 


practiced as often as necessary to secure 


disqualify a may be 
the desired result up to the day of re- 
ceiving the next month’s material. 


Senior Test 


Typists must have qualified at 40 words 
a minute to be elizible for the 
Test. the test itself does not 
have to be typed at that rate because it 


Senior 
although 


involves problems of arrangement or pro- 
duction. 

For the Senior Test this month, make 
a copy of the rough draft alongside. cor- 
recting the material as indicated. Instead 
of indenting the about the 
program, start those lines at the left mar- 
gin. Allow enough space between the side- 


information 


heads and second column to position the 
two long lines even with the right margin 
of the first paragraph. thus squaring up 
the whole copy on your page. By shorten- 
ing the lines of leaders (periods), you 
can avoid the undesirable breaking of the 
word “summer” and still keep the line 
even with the right-hand margin of the 
opening paragraph. 

Note that colons are to be used through- 
out after the sideheads and that all these 
sideheads should be capitalized. Do not 
strike over or crowd any letters in your 
final draft. that 
and your ribbon 

Before paper. 
that name and address ap- 
pears in the upper left-hand corner of the 
page, and make (in 
the time required to type the test. 


See your type is clean 


clear. 
you hand in 


your see 


your school 


note 


minutes) of 





All clubs of test should be ac- 


papers 
companied by a typewritten list of names 
checking and assure 


to expedite accuracy 


in making out certificates. September copy 











is good as membership tests for O.A.T., 
C.T., and O.G.A. until receipt of the 
October, 1951, issue. 

10 


0.A.T. 


eee 


Junior O. A. T. Test 


(Type the following stanzas one below the other, using double 
between the stanzas. Leave extra space also between the last line o 


underscore the 


You wonder how they do it, 
And you look to see the knack; 
You watch the foot in action 

Or the shoulder or the back. 

But when you spot the answer 
Where the higher glamours lurk, 
You'll find with concentration 
Mixed with much determin: tion 
That the most of it is practice— 
And the rest of it is work. 


pac.ng, with an extra line or two of space 


the poem and the author's name, and 


name.) 


They all have certain canny ways 
Who reach the topmost round; 
And most of them have certain 
styles 
At getting over ground. 
But when you spot the reason, 
Though the fellow is a Turk, 
You will find, in moving higher 
Up the laurel-covered spire, 
That the bulk of it is practice— 
And the rest of it is work. 
Grantland Rice 


Senior O. A. T. Test 


(See instructions, Column 1) 


NOTE TO 


f 
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review of DONALD ANDERSON'S MUSICAL MOMENTS, which pesmseres inursday, 


“i , a ave : ‘ 
September 27, at 9.m., over the television networgd of the Consolidated 
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des 1g Company - 
Broadcasting Company @ ZO Ae 
















































PROGRAM "Donald Anderson's Musfofija Moments" 
Time$ ghursday, 9- 9:30 p-\m. € 
al ' — V 
FORMAT Ax Musical comedy, in a summer theatyqrear 
Smalltown, uss. A. 
Producer: Jack Tdcott leon. 
IRECTOR: { Sam Seaforti _ 
TOR: Sam Seaforth - 
: Sam Se Wnts zy 
TECHNICAL DIRECTOR$\Lawrence Phillips 
Br 
ASSISTANT DIRECTOR$ Joseph Miggs 
< WRITER Henry Arnold 
CAST: Donald Andersony,.....}f&<77as_manacer of a Sumy 
<_ theater 
Betty Brown .....@..4).*77his assistant 
Sally Greenlee,...../. <~,as Terpsicore™ 
The Charlotte Crane Dancers 
The {ii ller-Raymond Chorus * < 
MUSIC¢ George Burton and his orchestra e 
c -A at 
CHORKOGRPHERY, Barlotte Crane 
CQ we 
phoral D rectorgkArthur Miller 
SETS: Fred James and gilbert Eijwerds 
COSTUMES: = 
\> costumes: Lucienne 
SBONSERS : (Alterfate basis) - Trailer Trucks Corp. 
National Shirt Company 
—— AGENCY: Foster and Browning, incorporated, 
an, = ~ 
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TEA SET 


by Helen Walker 


Graded to the vocabulary of the 


first four chapters of the Manual 
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[Another of Miss Walker's stories —“It Happened Sunday After 
noon” —will appear in our October issue, written especially 
for readers who are studying the early lessons of the Manual, 





SHORTHAND GOES TO COLLEGE 


(Continued from page 
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e the woman stenographer and sec- 
> retary has rather overwhelmed the 
Gg male secretary in numbers, it is 
— my belief that it is only because 
many more fields of endeavor of a 

= : ° 
mechanical nature have opened be- 


iO a fore us, to attract the male of the 
species. 

12, 3. Shorthand reporting in the 

4 courts, in the legislative bodies of 

vise the land, in government commis- 

sions—in any aspect of organized 

_ society in which a record, for his- 

tory and tradition, must be made. 

This is the art carried to its top- 

Gist) by Charles Lee Swem most skill, requiring the utmost in 

ve shut dianieeieilen system mastery, co-ordination, and 

ae icc Sea Gee Uti speed. Phis is, by its very nature, 

ane a limited field, not because its goals 


7" 
Y 


me 


(\ 


F I were to say that a knowledge 
| of shorthand would _ benefit 
every man and woman in the world 
who reads and writes, perhaps | 
should be charged with a kind of 
chauvinism—an arrogant conceit in 
an accomplishment that I possess, 
an overemphasis placed upon my 
own particular calling in life. 

Maybe. There is nothing magic 
or mysterious about shorthand, any 
more than there is about the multi- 
plication table, but can you think 
of two more usetul instruments? 

Of course, people reached the 
that “two times 


conclusion two 





are so difficult to attain but because 
so many fast writers who could be 
court reporters with more training 
stop at the intermediate levels, 
finding job opportunities here so 
satisfying that theyre not chal- 
lenged to harder—and more lucra- 
tive—jobs. Yet it is a phase of the art 
worth while in personal satisfaction, 
in intensity and variety of interest, 
and in material returns to those 
who choose it. That it is chiefly a 
male occupation at present is large- 
ly accidental. Women have shown 
themselves amply capable of the 
high shorthand speed and court 
training required, and they already 
account for perhaps a tenth of the 


a. makes four” by other means before the United States. This is shorthand reporting population. 
the multiplication table was in its simplest form; learned slowly, 4. It is perhaps in the fourth 
thought of, just as scholars and perhaps, but most carefully, by category of usefulness that the art 


4 


writers labored cumbersomely be- 
fore a brief form of note taking was 
devised. Is it therefore an exaggera- 


both men and women as a cultural 
aid rather than as a commercial or 
professional tool. 


of stenography displays itself in 
its most favorable and universal 
light. So many stories have been 


5 tion to say that a little shorthand. 2. Shorthand as an indispensable told. and books written, of those 
— Ci. a ' le short! 1 th 

even just for simple note taking, aid to business, industry, and gov- who have made shorthand the 

can be as universally useful as “two ernment. It is impossible to think means—the open sesame—to ad- 


Fe 


\"N 
wv 4 





times two” or “five times five”? 


CONSIDER THE PRACTICAL VALUE OF 
SHORTHAND in its various levels of 
skill and There are 
roughly four levels of shorthand 
availability, three of them having 
to do with shorthand per se, the 
fourth that unusual level of useful- 


usefulness. 


of our modern world without the 
stenographer and the secretary. 
Every year a quarter of a million 
high school and business college 
students begin the study of stenog- 
raphy, and vet the world clamors 
for more. This is shorthand in its 
most useful phase, where skill in 
the art must be commensurate with 


vancement that it almost 
trite to labor the subject. Yet it is 
so humble a means that this side 
of the art is sometimes forgotten, 
principally by the more arrogant 
male. Sister seems to be doing pret- 
tv well for herself; with the result 
that it is a commonplace to find 
girls rising, via shorthand and 


seems 


. = ness in which shorthand becomes the steadily growing demands for secretarial skill, to executive posi- 
an unrivaled means of opportunity accomplished secretarial assistants. tions that a generation ago went 
ya to its users. Not only careful mastery of short- exclusively to men. 


4 


WA 





l. The art of shorthand as used 
by people in all walks of life as a 
ready means of note taking—college 
students, doctors, lawyers, judges, 
educators, industrialists have used 
it so, and at least one President of 


hand system is called for in this 
field, but a skillful use of the speed 
possibilities of the art. 

This particular field is open 
equally to both the sexes; and, 
while it is true that of recent vears 
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WHAT GREATER SCHOOL OF TRAINING 
is there in a practical world than 
working at the elbow of the boss, 
where you see all, know all, and 
actually help to do all? 
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September Competent Typist Test 





To compute speed, note the number indicated at the end of the last line you copied completely and add 1 for each additional § 





speed, divide total by number of minutes; er, to get net speed, subtract 10 for each error before dividing by number of minutes.) 





Words 


If you can take a scolding or a dis- 
appointment without blowing up, laugh 
with the others when the joke is on you, 
keep your spirits up when things go wrong, 
speak in public without being ill at ease, 
and keep cool in a crisis, you are the proud 
owner of what people call poise. Poise 
makes one master of a situation. If you do 
not now have it, it is time to take steps to 
develop it. 

Lack of poise is due to our neglecting 
simple little habits. Here is what happened 
to one man who was giving himself the 
wrong start. He would fidget so much that 
people felt uncomfortable in his presence. 
He was getting so ill at ease that he was 
justly worrying about himself and _ his 
future. He was a bright young attorney, 
held back by a lack of poise. When things 


7 
15 
23 
31 
40 


152 


became difficult or when it looked as if 160 


a decision might go against him, he would 
lose all control. It seemed that his career 
was doomed when finally he realized that 
he should do something to improve his 
poise. 

First, he decided that he would think 
about the other person, for we gain poise 
when we become less aware of ourselves and 
show more interest in others. He pretended 
an interest in others at court by counting 
the wrinkles on the face of another lawyer 
during the dull hearings. He used to tap 
nervously on the table; but, by thinking 
about another person, he remained more 
composed. He looked at the ties the men 
in the jury were wearing, and each juror 
was pleased to see the young lawyer looking 
intently at him. Thinking about others 
helped him to forget about himself. The 
natural leader has power over others 
because they can sense that he is thinking 
about them. 


169 
178 
186 
193 
195 
203 
211 
220 
228 
237 
246 
254 
262 
270 
278 
286 
295 
303 
311 
319 
327 


330 


strokes typed. To get gross 


Wu ord 


Next, he trained himself to take slow, 


deep breaths; for, when people lose poise, 346 
they breathe fast and their breathing is 555 


shallow. An amusing example of this was 
the man who had three times asked the 
boss for a raise. Each time he had run out 


of breath and had hardly been able to talk. 388 


The fourth time he made himself take slow, 
deep breaths and, for once, was in control 
of himself and the situation—he got the 
raise. It is almost impossible to lose control 
when we breathe slowly and deeply. The 
young lawyer called this his air-cooled 
system of breathing, since it helped him 
keep as cool as a cucumber. 

Then he decided he would think twice 
before talking. The poised person has often 
done his thinking a day or a week before he 
talks. When people get angry or disturbed, 
they let their tongues run away with their 
heads. They sometimes even say things 
they regret later. The cure is to talk 
slowly and think twice before speaking 
when under strain. 

Lastly, he developed the habit of talking 
his troubles over with a friend. If you hide 
a failure in your heart or suppress your 


>? 
IIS 


worries, you will create a backwash that 557 


sweeps poise out to sea. When these 


problems are told to a friend or loved one, 573 


the troubles are shared and the burden is 582 


made lighter because they are no longer 
hidden or repressed. This is good medicine 
for many troubles, this talking things over 
with someone in whom you have trust. 
Usually an older, a more experienced, or a 
better educated person is the one with 
whom to talk. Our young lawyer found out 
that hidden troubles are the natural enemy 
of poise, and he took the necessary steps. 
Needless to say, after following all the rules 
mentioned, he had a very successful career. 


640 
649 
657 
667 


675 


(If necessary, repeat from the beginning to complete a ten-minute test.) 


Adapted from pages of the book, “The Technique of Building Personal Leadership,” by Donald A. Laird, published by 


McGraw-Hill ($3.50) 
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Transcribing Speed Practice 








Pa se ae AES 9 
Ps CP at a 20 
bra ae fe Cea 
ae on ME 4 PY 41 
aD i ye tn Le 
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e as the C.T. Test across the page, and it is 
and from shorthand. Compute your rate on this word-counted mat 





rovided so that you can test and compare your speeds of typing from print 


erial in the same way you do when typing the C.T. 
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MR. BANNER’S LAST CHANCE  (cominued from page 22) 





a re we ee 
i 7 se SOs - 
ore a. a aa 
TT . bas ae oe ae 
Avo es QE 
PE A ig Bee 
el I ey geo ee 
jo eS pal OO ot er 
i A ie OE ai 
- enti OO see. sll tn ego 
~— a a A ee 
ym ‘ 
a « P fk wy 


se 


< A 


> A shadow betrayed the presence of 
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The GREGG RECORD TIMER 


for developing typing speed at home 


@ A break-resistant 12-inch, 78 r.p.m, double-faced 
record designed for timing straight-copy typing tests 
and timed writings. Eliminates clock watching and 
assures accuracy in starting and stopping signals. 
Each 30-second interval marked by bell. Each full 
minute up to five minutes marked by bell and voice. 
Use this record and a copy of Bowle, Typewriting 

plus Speed Tests, to make your leisure hours pay divi- 

postage dends in increased typing speed and skill. 


Order today from nearest Gregg Office. 


THE GREGG PUBLISHING COMPANY 


CLARO TYPE «5 


cleans Tyee Cleaner 


$2.00 


net 





Non-inflammable-— 

fast—lasts longer 

because it evaporates 

slower—the sturdy dauber 
eliminates brushing and 
spattering. Daily baths 
with CLAR-O-TYPE pay 
off in crisp, clean impres- 
sions. Try it! 


lle 


at all stationers and typewriter dealers 


BEFORE 





AFTER 
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SECRETARY AT NORTHROP AIRCRAFT 


(Continued from page 13) 





office at our new plant there. Ontario, primarily, is 
a flight base, where Northrop and Air Force test pilots 
put each plane through its paces before acceptance by 
the Government. I was standing near the wind- 
swept Ontario runway when the very first twin-jet 
F-S9 flew in from our main factory (where I work) for 
its pre-acceptance tests. We had quite a celebration 
that day. 


Wuen I was IN HIGH scHOoOL, I couldn’t quite decide 
what I wanted to do in the business world. But I was 
very sure I wanted to do something. Mother sug- 
gested, “Better take a secretarial course. From there 
you can go anywhere.” And she was very right. Be- 
fore I graduated I got up to 120 words a minute in 
shorthand and 60 words a minute in typing. I was an 
honor student all the way through junior and senior 
high school, and graduated as a Seal Bearer. After 
that, | took a three-month course on PBX. 

My first job was as a “Girl Friday” in a roofing com- 
pany office. I was the “office staff’—all by myself— 
and did everything: answered phones, acted as recep- 
tionist, did some bookkeeeping, took dictation, typed 
letters and work orders. I even acted as paymaster 
and, on occasion, found myself giving short courses in 
salesmanship to new salesmen. When f left that job 
a year later, | could truthfully say that I had a firm 
beginning in the business world—although my salary 
had been only twenty-five dollars a week. 

I'd always promised myself that I'd go on to college, 
but, somehow, the independence—that good feeling 
of “being on your own”—made college less appealing. 

After the roofing company, and before coming to 
Northrop in 1948, I spent four years accumulating ex- 
perience. | was secretary in a firm making air-con- 
ditioning equipment—where I learned Ditto, Addres- 
sograph, and Mimeograph. I earned a dollar an hour 
there, and I liked the job because it was my first “big” 
office. Then, for the experience of dealing directly 
with the public and to put myself in line for a vacation 
at one of the National Parks, I took a job as waitress in 
a restaurant on the campus of the University of South- 
ern California. College men, I learned, don’t tip—but 
theyre nice to have around. After a few months of 
this, I decided secretarial work was for me—so I .cok a 
civil-service exam and became an “intermediate steno- 
clerk” in the Surplus Property department of the Calli- 
fornia Department of Education, in Los Angeles. The 
job required shorthand, dictation, and the use of the 
Dictaphone. 

But one job, in my career-building, never satisfied 
me. I wanted experience, so I took all kinds of part- 
time work after my regular hours. I cashiered, part 
time, at a neighborhood theater, working one night a 
week and on Saturdays and Sundays. I even worked 
part time in a variety store. 
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Then, one October day in 1948, I decided that, w 
four years of varied experience behind me, Id try 
something better. ; 
MAYBE IT WAS LUCK, or accident—but I happened to 
driving past Northrop Aircraft’s big Hawthorne fy 
tory. Twice before I'd gotten jobs by just. drivi 
past and stopping in on the spur of the moment, a 
that’s what I did at Northrop. 

“No jobs right now,” they told me, “but leave y¢ 
name and we'll call you.” 

To my surprise, a few days later I was called ai 
after an interview and some tests, became a Clerk 
in the Tool Design department at $1.10 an hour. 
few months later I was promoted to Clerk A and w 
given a salary boost of 40 per cent! Vd found 1 
niche. 

In Tool Design, I learned the Kardex system, 
creased my typing speed, and became familiar wij 
aviation nomenclature and plant procedure. 

And then, one day in January, 1950, I was call 
into the Tool Design manager's office. “Would 4 
like to be interviewed for a job as secretary to our fa 
tory manager?” I was asked. 

I wanted to yell, “Yippee! You bet I do!” But 
answered, “I'd certainly like the opportunity for | 
interview,” being careful to add, “although I've e 
joyed working in your department.” 

A few days later, after an interview with Mr. Spe 
cer, | became his second secretary and moved into t 
They told me Id be 
recommended for the job because of my good wor 


Factory Manager's office. 


Ir WAS IN THE FACTORY MANAGER'S OFFICE that 
learned, the very first day, that security in a k 
defense office is as important as fast typing or accurat 
dictation. 

But it isn’t all work. Northrop has a many-side 
recreation program. For two years I've danced in th 
chorus at our annual Wing Dings gala review, which 
put on by the employees with professional coachint 
from a Hollywood production company. During th 
summers, I sometimes work night shift so that I ca 
spend my days at the beach. I do a lot of horsebaé 
riding—another Recreation Club activity. Last yea! 
I lew to Mexico City for a two-week vacation, and thi 
summer I spent two wonderful weeks at the Royé 
Hawaiian hotel in Honolulu, right on Waikiki Beach 
I went over on the luxurious Lurline and flew home. 

But I'm always reminded, whether I step from ot 
office onto the production line or hear our fast, twit 
jets overhead that security is as much a part of my jo 
as technical skills. 

For, when you tie your career to “a jet” in times 0 
national emergency, you also bind yourself to tw 
bosses—your company and Uncle Sam. 
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THE PEN IN 
YOUR LIFE 


by Claudia M. Garvey 


BATHE ME Za ~ 0? 
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Please don't drop me! 
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ENGLISH FOR TRANSCRIBERS 


(Continued from page 27) 





5. When mention is made of the title of a book. 
article, poem, essay, sermon, or a similar type of 
literary material, the first word of the quoted title is 
capitalized because the first word of the original title 
begins with a capital. 


NOW-—TRANSCRIBE THE SHORTHAND LETTER, Capitalizing 
or not capitalizing according to the key marks that are 
indicated in the notes; also insert any other punctuation 
marks that your experience tells you are needed. 
When you have finished your transcript (and only 
then), check it against the Key on page 51. Then, 
to obtain the greatest benefits from this study, once 
more compare each of the numbered applications with 
the corresponding rule and try to fix the situations in 
your mind so vividly that youll not hesitate long in 
deciding whether to shift or not to shift after the next 
opening quotation mark you type. 





MOST WONDERFUL IMPROVEMENT 
IN TYPEWRITING 


SAFEGUARD’S 
LOWSTON DRT 


This dry rubber tool keeps 
typewriter type clean, as 
shiny as silver every day. No 
soiled fingers, no smudged 
2 - , letters. Quick and easy .. . 


7s! ; . economical. 


SAFEGUARD APPLIANCE CORP. 


LANSDALE, PA. 


Size for Royals $1 20 
All Others $1 10 
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A Picture of 2,100 Offices! 


UST IMAGINE that one day last summer you 
J were sitting on the edge of a cloud looking down 

at the antics and comings and goings of half a 
million men and women working in 2,100 offices all 
over the United States and Canada. With notebook 
in hand, you tally the score of what you see. If your 
score agrees with that of the National Office Manage- 
ment Association,® which recently conducted a survey 
on Office Customs, you would have tallied the follow- 
ing things: 

About half the men were wearing sports shirts, and 
17 out of every 20 had their coats off. (The ladies’ 
privilege of being comfortable in the summer while 
the men swelter under suit coats is no longer a mo- 
nopoly.) In some offices, of course, the men put their 
coats on when they received visitors; but in only 2 of- 
fices out of each 109 did the men have to wear their 
coats all the time. 

In the middle of the morning you'd have noticed 
three quarters of the office workers enjoying a cup of 
coffee. Employers don't like the loss of time, of course; 
in one huge office with several thousand employees, 
the firm figures that the “coffee snack” costs them 1,800 
hours a day. But employers are beginning to “put up 
with it” in most (85 out of each 100) offices. But, for 
a new clue on winning advancement: Don't be a 
coffee hound! 


You’p HAVE to be up on that cloud pretty early in the 
morning to see some of the early arrivals check in at 
their offices—but not many. Starting hours are usually 
between 8:00 and 8:29. Your tally would read about 
like this: 5 per cent start work betore $:00 a.m.; 56 per 
cent, between 8:00 and 8:29; 31 per cent, between 8:30 
and 8:59; and 8 per cent, at 9:00 or later. Closing hours 
match up about the same: 5 per cent leave before 4:30; 
31 per cent, between 4:30 and 4:59; 50 per cent, be- 
tween 5:00 and 5:29; and 6 per cent at 5:39 or later. 

The old, standard 40-hour week is beginning to 
shrink a bit, too. The average work week is now be- 
tween 37 and 39 hours. A few lucky ones have a 35- 
hour week—7 hours a day for five days. 

As you lean forward on your cloud and observe the 
results of romance, you would guess that office man- 
agers are taking a more liberal view—or else are des- 
perate for competent workers! You would note that 
93 out of every 100 office managers will employ a new 
girl regardless of whether she is married—only 7 wont 
take her if she is married. What happens when two 
office workers marry? (Each other, we mean!) It used 
to be that no firm wanted a married couple on the 
staff; but, in 1951, neither would be asked to leave in 
86 out of every 100 firms, and in 65 out of every 100 
no effort would be made even to have the couple work 
in separate departments. 


A copy of the complete report on the Office Customs Survey recently 
completed by the National Office Management Association can be had 
for $2 from NOMA headquarters at 132 West Chelten Avenue, Phila- 
delphia. 
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(Continuing from page 4) 


in the sentence you quot “T have not 
heard from you for some time’”—the words 
should be written si parately. Personally, 
I always test questionable cases by see- 
word little could be in 
the time If 
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This month's 1-Didn't-Anow contributions 


came from Virginia Branch, of Cheney, 
Washington. If you are a secretary and 
ave some good ideas about office pro- 


cedures or short cuts that you would like 


to pass along to today’s secretaries, seid 


them in. We cannot acknowledge receipt 
of all contributions, but new and worthy 
ones will be published here as rapidly as 


Space 


permits. 


| DIDN'T KNOW how helpful it could be 
to study available starting 
a new job until I had nothing else to do 


files when 


when be Gipibedyeg Ty second job and was 
Waiting for my new emplover to arrive 
office As I thumbed 


through old correspondence, I became 


from another 


acquainted with the names and spelling 


f company personnel customers, and the 


nomenclature peculiar to certain phases 
of the 


prise to 


business. It was a pleasant sur- 

find the easv to take 
due to the understanding I had derived 
and background acquired from the files 
Now I make it a point to study files that 


are available when beginning a new job. 


dictation 


I pipn’T KNOW how important it is to 
ust only good carbon paper until I tvped 
a letter to a that listed prices 
on a number of My boss relied on 
mv carbon COpy tor future reference and 
week 


later, when he referred to our copy dur 


customer 


items 
threw his pencil figures away. A 
ing a long-distance telephone call made 


by the 
blurred and indistinct 


customer, he found the figures 
My carbon paper 
had been used too long. It was an em 
barrassing situation for him, and he was 
excusably exasperated about it. You may 
make certain mv car- 
bon paper is in the best of condition and 


that any figures on a carbon copy in our 


be sure that I now 


files are clear and distinct! 





Key to Transcription Letter 


On page 
Dear Mrs. Curtis: 

Each member of our staff joins me in say- 
ing, “Thank you, indeed, for your fine letter 
of appreciation.” teally, Mrs. Curtis, it gave 
every one of us a lift ‘A gracious letter like 
that,”’ said our sales manager when I read it 

him, “is doubly weleome because it came 
Without solicitation.” Human nature being 
what it is, many people, unfortunately, find 
it easier to “gripe” than to praise 

True, our firm has always tried to live up 
to its motto, “Only the best is sold here.” 
Many times, however, “the best” seems to 
mean different things to different people. 

Won't you grant us permission, Mrs. Curtis. 
to quote a portion of your letter in our booklet 


“Twenty-Five Years of Selling the Best Goods 
to the Best Customers.” Please don’t 
“thumbs down” on our request. 
Again, thank you. 
Sincerely yours, 


indicate 





| 
| 
| 
| 


“It’s the Best 







Size Dictionary! 


a56 v5 Pat OFF 


HIS latest of the famous Webster's 

Collegiate series all other 
handy-size dictionaries in convenience, 
authority, usefulness, and up-to-dateness, 
It was created by the famous edi- 
torial staff which completed the great 
unabridged Webster's New International 
Dictionary, Second Edition—the “Supreme 


Authority” of the English-speaking world. 


surpasses 


same 


125,000 entries; 2,300 terms illustrated; 
1,229 pages. A choice of handsome bind- 
ings—with attractive gift containers—at 
your book, department, or stationery 
store. $5 and up. 
see these other useful 
Merriam- W ebsters: 
Webster's Geographical Dictionary $8.50 
Webster's Biographical Dictionary 50 
Webster's Dictionary of Syn 


G.&C. MERRIAM CO., springfield 2, Mass. 


A l SO 


nyms >.U0 





WEBSTER’S NEW 
COLLEGIATE 
DICTIONARY 


G Mevuan-Websli 


Handy- 


LL 


gertips in Webster's New 


Shopping? Detailed 
drawings identifying all 
cuts of lamb, beef, pork! 


Sports and Games? 
ll sails of full-rigged 
ship; all parts of an 
outboard motor; all golf 
clubs; various knots, etc ! 


Science? Transmission 
and front-axle drive for 


a jeep; parts of a jet 
engine; size and dis- 
tance of planets! 
Quick Tables? Meas- 
ure; weights; monetag 
units; musical notes! 





Do You Know That All These Helps—and Thou- 


sands More, Clearly Ilustrated—Are at Y our Fin- 


Collegiate Dictionary? 


Biography? 5,000 fa- 
mous men and women 
with concise biogra- 


hies forquickreference ! 
Pp i 


Anatomy? Parts of the 
human skeleton; circu- 


latory system of the 
heart mechanism of 
the eye! 

Geography? 10,000 
place names with geo- 
graphical information! 
— and much more f 


value to businessman 
housewife, student and 
every reader. 











TODAY'S SECRETARY 


SERVICES 








—an album for 
your Achievement 
Certificates 


Just as a picture album enhances and 


preserves your favorite photographs, so 
the Gregg Achievement Record Album 
protects and displays your valued certifi- 
cates of achievement. You can mount 
your certificates for shorthand, typewrit- 
ing, and bookkeeping. Once you have an 
Album, it is permanent evidence of your 
success and achievement. 


Order yours today from the GREGG 
AWARDS DEPARTMENT, 330 West 42 
Street. One costs 25 cents; a dozen oniy 


$2.50. 














THIS MODERN 


COPY HOLDER 


Saves Eyestrain 

Promotes Accuracy 
Increases Production 
Adjustable to Vision 


Will take any = size 
copy up to 20 inches 


Attachments for copying 





@ Can be put away in 
desk drawer when not 
in use 

@ Portable—does not 
have to be attached 
to desk 


@ Holds your notebook 


only 947-75 purus tax 


from wider sheets 


15 inch eye guide extension $1.25 
20 inch eye guide extension $1.50 


WRITE TODAY FOR FREE CIRCULAR 


RITE-LINE CORP. 
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1025— 15th St., N. W 
Washington 5,0.C 








Papers in folders that set 
Are papers not easy to get 
Papers in folders that hang— 


BANG!! 


(this is how quickly you find ‘em) 





Oxford — 
PENDAFLEX 


HANGING FOLDERS 












FOLDERS HANG ON 
FRAME 


FRAME 
FITS IN 
FILE DRAWER 


INSTANT REFERENCE 
TO EVERY FOLDER! 








OXFORD FILING SUPPLY CO., INC. 
Clinton Road, Garden City, N. Y. 














Business 


Careers 
VIA 


GREGG 
COLLEGE 


@ Executive Secretarial 

@ Secretarial 

@ Stenographic 

@ Court Reporting 

@ Bookkeeping and Accounting 


e Business Practice and 


Procedures 
e Office Machines 
> 
Methods 


teachers and intensive secretarial 


courses for business 


course for college students 


Only high aschool graduates 


Write for free bulletin. 


The GREGG COLLEGE 


Dept. T.S., 37 S. Wabash Ave., 


accepted. 


Chicago 3, III. 


The Home of Gregg Shorthand 














ON THE JOB WITH A FASHION SECRETARY 


(Continued from page 17) 





and cuffs—Marshall Field’s has half- 
a-million reasons for wanting it 
stated just that way in the leaflet 
they send out. So far, in the four 
years Dorothy has been handling it, 
it has. 

Another important part of her 
job is supervising the travels and 
travails of McKettrick’s 
co-ordinators.” 
to get boring, 
fingers. 


“fashion 
Any time life starts 
Dorothy crosses her 
The girls can always be de- 
pended on to liven things up. 

A fashion co-ordinator for Mce- 
Kettrick, as for other large fashion 
firms, is a young woman style ex- 
pert who travels for the company 
putting on fashion shows and doing 
as much in the way of publicity as 
she can. This usually means inter- 
views with the local press, and set- 
ting up radio and television appear- 
ances in cities where 
the McKettrick show. 

Four years ago McKettrick start- 
ed hiring its first fashion co-ordina- 
tors and was so pleased with the re- 
sults of their customer relations’ 
work that it now has seven co-or- 
dinators working out of its New 
York office as well as two on the 
West Coast reporting to the firm’s 
Los Angeles branch. 


she is giving 


TO THE SEVEN ON THE East Coast, 
Dorothy is a combination banker, 
travel expert, and mother confessor. 
From her tiny desk in her tiny office 
on Broadway, she manages all the 
arrangements that get the girls out 
on “the road” and keep them there 
from three to six weeks at a time, 
covering hamlets, towns, and cities 
in their territory. 

Part of Dorothy's responsibility 
is to see that fashion shows are 
booked far enough apart to allow 
adequate travel time. A co-ordinator 
who travels all night and has to 
give a show the next morning is not 
going to be happy, healthy, or effec- 
tive for McKettrick. If she has the 
central midwest territory, Dorothy 
sees that she does a show in Chi- 
cago, perhaps, then one in Peoria, 
Moline, Springfield, and finally St. 
Louis. 

When she arrives in St. Louis, as 
in other cities, she follows a stand- 
ard procedure. Job No. 1 is always 
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to contact the advertising director 
and/or fashion co-ordinator at the 
sponsoring store: in this case, 
Scruggs-Vandervoort-Barney. The 
girl from MckKettricks and the girl 
from Scruggs then get their heads 
together and solve multiple prob- 
lems. They must line up models 
and go down to the department in 
Scruggs that sells McKettricks and 
pick out the eighteen or twenty 
dresses to be paraded. 

Next, our girl from McKettricks 
makes a tour of the store and begs 

borrows the 
jewelry, 
dresses. 


right accessories— 
hats—to set off the 
Even the floor layout for 
the show must be supervised by 
her. Essential are run-way 
a public-address system, flowers, 
and music. MckKettrick’s home of- 
fice has ordained that music, wher- 
ever possible, should be “live”; so, 


gloves, 


chairs. 


if there's an accordionist or a good, 
“smooth” piano player in town, it 
behooves the co-ordinator to secure 
him rather than a stack of records. 

When the spadework has been 
done, the show and 
finally presented. The result is a 
capsule “fashion review” that takes 
only fifteen or twenty minutes view- 
ing time—built after hours of prepa- 
ration. 

While the co-ordinator is 
the line” 
the great 


is rehearsed 


“out on 
presenting McKettricks to 

American public, Doro- 
thy and her boss have been hard at 
work back at headquarters in New 
York supplying “ammunition.” This 
consists of a complete “package” on 
McKettrick sent directly to the 
store: “mats” for newspaper ads, 
posters, pictures, and copy. Doro- 
thy may even supply the store with 
special invitations to be sent out 
directly to its charge-account cus- 
tomers. The McKettrick Company, 
clearly, leaves nothing to chance. 


“RIDING HERD” ON ALL THE DETAILS 
that keep these shows on the road 
is a big job for any secretary, but 
like other phases of the day’s work 
for Dorothy, it is tackled with 
bounce and assurance. She has a 
quick smile and a husky laugh that 
get her through when both phones 
ring at once, the teletype signals, 
and Mr. Stempel, president of Mc- 
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Kettrick, calls over the office parti- 
tion: “Bring your book.” In a busi- 
nesslike fashion in a town like New 
York, a secretary must be geared to 
fast decisions, fast talk, fast produc- 
tion. Dorothy McCauley has mas- 
tered them all. 

After a year at Walton High in 
the Bronx, she transferred to the 
huge Central Commercial on New 
York's 42nd Street launched 
into her business training. It is 
probably not an exaggeration to 
say that no student ever filled out 
enrollment cards at Central with 
higher hopes. She knew Central's 
reputation perfectly well: her sis- 
ter Florence, who was just half a 
year ahead of her in school, had en- 
rolled shortly before and had de- 
scribed it in vivid detail. They 
trained their students not only in 
stenography or bookkeeping but in 
every other phase of office work, in- 
cluding the switchboard, teletype, 
business machines, billing ma- 
chines, and all the others that go 
to make a modern office. 

To Dorothy, who had dreamed 
of it so long, it sounded wonderful. 
Then came 


and 


ihe rude awakening. 

The first week she bustled off to 
shorthand class, with textbook and 
notebook poised. “Kay, gay, r, 1,” 
the teacher called, forming the 
characters on the blackboard. “Kay, 
gay, r, 1,” Dorothy wrote on the 
first page of her notebook. It looked 
strange, but . . . well, she reasoned, 
its an entirely new subject. I'll get 
it. 

Then the class went on to phrases. 
the teacher intoned, as 
she wrote it on the board—“I can- 
not,” “I will,” “I am,” “in the.” 

“A-Kay,” wrote Dorothy in her 
notebook. “A-Kay-n, a-l.” 

There followed more phrases, 
and the teacher began talking about 
brief forms. “A-m,” wrote Dorothy 
in her notebook. And a little voice 
in the back of her brain began to 
whisper, “You're not getting it, 
Dorothy. You want to be a secre- 
tary. You've always wanted to be a 
secretary, but you're not learning 
your shorthand. The other students 
arent having the trouble you are. 
You're not getting it.” , 


“lL ean,” 


SOME TIME DURING THE FOURTH 
Werk, the teacher began to suspect 
trouble. Her name was Miss Storms. 


and she must have seen worry writ- 


ten in Dorothy’s face. She asked 
her to stay after class and talk about 
shorthand. 

“Look, Dorothy,” she told her 
when the two of them were alone, 
“you can get this. You have a quick 
mind. Don't worry! Just practice 
and think about it. It will come to 
you.” 

That afternoon, Dorothy went 
home and sat down with her text- 
book and notepad. She worked 
hour after hour. When her mother 
called her for dinner, she refused 
to leave the table. When bedtime 
came, she shut her book and went 
to bed in a state of near exhaustion. 
She had made a little progress. But 
only a little. She worked at it the 
next afternoon and the next, and 
soon she had mastered those strokes 
and curves. From that day to this 
she has been able to write excellent 
shorthand at progressively faster 
speeds. At graduation, she was tak- 
ing 120 words a minute; and a year 
or so later, after going to work for 
a publishing company, she enrolled 
at Hunter College for classes three 
nights a week and kept at it until 








she had worked her speed up to | 


175. 

“I always loved it,” she says with 
a grin. “I used to take dictation in 
class and then go home and turn on 
the radio and take shorthand notes 
of speeches.” 


SHORTHAND HAS PROVED A 
FRIEND. The last time she was job- 
hunting, in 1948, she pounded pave- 
ments for a few days and then de- 
cided to register with an agency. 
They took a look at her records in 
shorthand and sent her out on a 
job. The card she took from the 
agency said 1350 Broadway. 

She met the prospective boss, he 
interviewed her, and hired her im- 
mediately. It was Mr. Stempel of 
McKettrick-Williams, and Dorothy 
remembers that it was on a Thurs- 
day afternoon. 

“Shall I report for work Mon- 
day?” she asked him. “No,” he re- 
torted immediately, “I want you in 
morning. As Dorothy 
looks back at the incident now, she 
sees it as typical of hundreds of fast 
decisions she’s seen him make. 

Mr. Stempel, who learned a long 
time ago how to make a fast de- 
cision about a good dress, was just 
as sure when he found a good sec- 
retary. 


GOOD 


tomorrow 
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FOR GREATER EFFICIENCY 


USE THE Leboody 


ONE PIECE * ALL METAL 


COPYHOLDER 






Holds Any Copy 
in Full View 


Packed 6 to 
the carton 


The Liberty Copyholder is a simple 
easy-to-use prop. Its balanced de- 
sign holds all copy in full-view at 
sight level. Handsome grey finish, 
size 7 inches wide, 92 inches high, 
with 5-inch base. 

Every office desk can afford one. 


It's Durable, Economical and Effi- 
cient. 


BANKERS BOX COMPANY 
Establist 


Dearborn Street, Chicago 


ed 1918 
720 S$ 
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Simply show the famous Process line 
of exquisite Personalized Christmas 
Cards to fellow employees, friends, 
relatives -- and take orders for these 
unusual greetings. Wide price selec- 
tion makes everyone a prospect. Up 
to $5 to $75 commission on each sale 
on deluxe line -- featuring 80 exclu- 
sive designs with customer’s name, 
including 36 designs created espe- 
cially for business firms. (Your boss 
probably buys Christmas Cards to 
send to his customers and friends. 
Show him the Process line, and col- 
lect your profit from this big- 
volume business!) Also 4 popular- 
priced imprint lines for individual 
family use. A truly “different” line 
-- sells on sight. For Elaborate 
Sample Book and details, write: 


PROCESS CORPORATION 


1950 S. TROY STREET, DEPT. MF. 
CHICAGO 23, ILLINOIS 



























HERE... 


the information 

at makes the 

erence between 

st getting by’ and 

secretarial 
performance. 


THE GREGS pyusrisHine 


COMPANY 





The new text-reference for the student in 
transcription and for the practicing typist. 
Concise, authoritative, easy to use, it’s the 





handy source of information on transcription 


style and English usage you'll want for 192 Pages 


List, $1.00 








your classes. 





WRITTEN BY AN ABLE CLASSROOM TEACHER AND AN EDITOR 
OF WIDE EXPERIENCE —here is a double-purpose book that will 
prove popular not only with teachers and students but also with 
practicing stenographers. [t's a text ... for beginning courses in 
transcribing, English, and secretarial practice. And... it’s a prac- 
tical, comprehensive reference for desk use. 


& THOROUGH, TEACHABLE TEXT —it contains an unusually complete 
treatment of the details of transcribing style, many of which are 
often left for the student to ‘pick up’ on the job. It features a series 
of review exercises and dictionary tests, easy-to-grasp aids to under- 
standing English usage, illustrative sentences taken from actual busi- 
ness, and one whole section devoted to typewriting techniques. 


AN EFFICIENTLY ORGANIZED REFERENCE — Reference Manual is 
written in concise outline form ... paragraphs are numbered and 
amply marked with side headings. The language and style are lively 
and free of technicalities. Its unique method of indexing makes it 
especially well suited to quick reference. The appendix contains a 
glossary of most-used grammatical terms. 





Reference Manual 
for Stenographers 
and Typists 


TEXT EDITION 
by Ruth E. Gavin 


City College of San Francisco 


and E. Lillian Hutchinson 
Head, Editing and Styling, 
Gregg Publishing Company 


SUMMARY OF CONTENTS 
Section 


I Efficiency in Taking 
Dictation and _ Tran- 
scribing 
Getting the Most Out 


of Your Typewriter 
Details That Mark the 
Acceptable Letter 
“Send a Wire, Please” 
Punctuation Pointers 
When to Capitalize 
How to Write Numbers 
How to Abbreviate 


Helps for the Puzzled 
Speller 


One Word, Two Words, 
or Hyphenated? 


How to Divide Words 
Your Grammar Is 
Showing 

XIII Typing Manuscripts, 
Reports, and Articles 

XIV Legal Work 

XV_ Setting Up Tables - 


Appendix 

Forms of Address for 
Official Correspond- 
ence ...A Brief Glos- 
sary of Grammatical 
Terms ... Useful Ref- 
erence Books for the 
Stenographer and Typ- 
ist... Exercises 


Order copies from your 
nearest Gregg office 





THE GREGG PUBLISHING COMPANY 


Business Education Division ° McGraw-Hill Book Company, Inc. 


New York 18 
Chicago 6 


330 West 42nd Street 
111 North Canal Street 


San Francisco 4 
Dallas 1 


68 Post Street 
2210 Pacific Avenue 


Toronto 4 
London W.C. 1 


253 Spadina Road 
51 Russell Square 
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